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Accountants and Auditors

(O*NET 13-2011.01, 13-2011.02)

Significant Points

® Most jobsrequire at least abachelor’'s degreein
accounting or arelated field.

e Jobseekers who obtain professional recognition
through certification or licensure, a master’s degree,
proficiency in accounting and auditing computer
software, or specialized expertise will have an
advantage in the job market.

e Competition will remain keen for the most prestigious
jobs in major accounting and business firms.

Nature of the Work

Accountants and auditors help to ensure that the Nation's firms
are run more efficiently, its public records kept more accurately,
and itstaxes paid properly and on time. They perform these vital
functions by offering an increasingly wide array of business and
accounting services to their clients. These services include pub-
lic, management, and government accounting, as well as internal
auditing. However, accountants and auditors are broadening the
services they offer to include budget analysis, financial and in-
vestment planning, information technology consulting, and lim-
ited legal services. Beyond the fundamental tasks of the
occupation—preparing, analyzing, and verifying financial docu-
ments in order to provide information to clients—many accoun-
tants now are required to possess a wide range of knowledge and
skills.

Specific job duties vary widely among the four major fields of
accounting. Public accountants perform abroad range of account-
ing, auditing, tax, and consulting activities for their clients, who
may be corporations, governments, nonprofit organizations, or in-
dividuals. For example, some public accountants concentrate on
tax matters, such as advising companies of the tax advantages and
disadvantages of certain business decisionsand preparing individual
income tax returns. Others are consultants who offer advice in
areas such as compensation or employee healthcare benefits, the
design of accounting and data-processing systems, and the selec-
tion of controls to safeguard assets. Some specialize in forensic
accounting—investigating and interpreting bankruptcies and other
complex financial transactions. Still othersaudit clients' financial
statements and report to investors and authorities that the state-
ments have been correctly prepared and reported. Public accoun-
tants, many of whom are Certified Public Accountants (CPAS),
generally have their own businesses or work for public accounting
firms.

Management accountants—also called industrial, corporate, or
private accountants—record and analyze the financial information
of the companies for which they work. Other responsibilities in-
clude budgeting, performance evaluation, cost management, and
asset management. Usually, management accountants are part of
executive teamsinvolved in strategic planning or new-product de-
velopment. They analyze and interpret the financial information
that corporate executives need to make sound business decisions.
They also prepare financia reports for non-management groups,
including stockholders, creditors, regulatory agencies, and tax au-
thorities. Within accounting departments, they may work in vari-
ous areasincluding financial analysis, planning and budgeting, and
cost accounting.
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Many persons with an accounting background work in the pub-
lic sector. Government accountants and auditors maintain and ex-
amine the records of government agencies and audit private
businesses and individuals whose activities are subject to govern-
ment regulations or taxation. Accountants employed by Federal,
State, and local governments guarantee that revenues are received
and expenditures are made in accordance with laws and regul ations.
Those who are employed by the Federal Government may work as
Internal Revenue Service agentsor in financial management, finan-
cia institution examination, or budget analysis and administration.

Internal auditing isan increasingly important area of accounting
and auditing. Internal auditors verify the accuracy of their
organization’s records and check for mismanagement, waste, or
fraud. Specificaly, they examine and evaluate their firms' finan-
cia and information systems, management procedures, and inter-
nal controls to ensure that records are accurate and controls are
adequate to protect against fraud and waste. They also review com-
pany operations—evaluating their efficiency, effectiveness, and
compliance with corporate policies and procedures, laws, and gov-
ernment regulations. There are many types of highly specialized
auditors, such as electronic data processing, environmental, engi-
neering, legal, insurance premium, bank, and healthcare auditors.
As computer systems make information moretimely, internal audi-
tors help managers to base their decisions on actual data, rather
than personal observation. Internal auditors also may recommend
controlsfor their organization's computer system to ensure thereli-
ability of the system and the integrity of the data.

Computers are rapidly changing the nature of the work for most
accountants and auditors. With the aid of specia software pack-
ages, accountants summarize transactions in standard formats for
financial records and organize data in special formats for financial
analysis. These accounting packages greatly reduce the amount of
tedious manual work associated with data management and
recordkeeping. Personal and laptop computers enable accountants
and auditors to be more mobile and to use their clients' computer
systems to extract information from large mainframe computers.
As a result, a growing number of accountants and auditors have
extensive computer skillsand specializein correcting problemswith
software or in developing software to meet unique data manage-
ment and analytical needs. Accountants also are beginning to per-
form moretechnical duties, such asimplementing, controlling, and
auditing systems and networks, and developing technology plans
and budgets.

Accountants and auditors prepare, analyze, and verify financial
information for individuals and businesses.



Accountants also are increasingly assuming the role of a per-
sonal financial advisor. They not only provide clientswith account-
ing and tax help, but also help them develop a personal budget,
manage assets and investments, plan for retirement, and recognize
and reduce exposuretorisks. Thisroleisaresponse to demands by
clients for one trustworthy individual or firm to meet al of their
financial needs. (Seethe Handbook statement on financial analysts
and personal financial advisors.)

Working Conditions

Most accountants and auditorswork in atypical office setting. Self-
employed accountants may be ableto do part of their work at home.
Accountants and auditors employed by public accounting firmsand
government agencies may travel frequently to perform audits at
branches of their firm, clients places of business, or government
facilities.

Most accountants and auditors generally work a standard 40-
hour week, but many work longer hours, particularly if they are
self-employed and have numerous clients. Tax specialists often
work long hours during the tax season.

Employment

Accountants and auditors held about 976,000 jobs in 2000. They
worked throughout private industry and government, but almost 1
out of 4 salaried accountants worked for accounting, auditing, and
bookkeeping firms. Approximately 3 out of 25 accountants or au-
ditors were self-employed.

Many accountants and auditors are unlicensed management ac-
countants, internal auditors, or government accountants and audi-
tors; however, a large number are licensed Certified Public
Accountants. Most accountants and auditors work in urban areas,
where public accounting firms and central or regional offices of
businesses are concentrated.

Some individuals with backgrounds in accounting and auditing
are full-time college and university faculty; others teach part time
whileworking as self-employed accountants or as salaried accoun-
tantsfor private industry or government. (Seethe Handbook state-
ment on teachers—postsecondary.)

Training, Other Qualifications, and Advancement

Most accountant and internal auditor positions require at least a
bachelor’s degree in accounting or a related field. Beginning ac-
counting and auditing positionsin the Federal Government, for ex-
ample, usually require four years of college (including 24 semester
hours in accounting or auditing) or an equivalent combination of
education and experience. Some employers prefer applicants with
amaster’s degree in accounting or with a master’s degree in busi-
ness administration with a concentration in accounting.

Previous experience in accounting or auditing can help an ap-
plicant get ajob. Many colleges offer students an opportunity to
gain experience through summer or part-time internship programs
conducted by public accounting or business firms. In addition,
practical knowledge of computersand their applicationsin account-
ingandinternal auditing isagreat asset for jobseekersin the account-
ing field.

Professional recognition through certification or licensure pro-
vides adistinct advantage in thejob market. All CPAs must havea
certificate, and any partnersin their firm must have licenses issued
by a State Board of Accountancy. The vast mgjority of States re-
quire CPA candidatesto be college graduates, but afew States sub-
stitute a number of years of public accounting experience for a
college degree. Based on recommendations made by the American

Institute of Certified Public Accountants, 38 States currently re-
quire CPA candidates to complete 150 semester hours of college
coursework—an additional 30 hours beyond the usual 4-year
bachelor’s degree. Most States have adopted similar legidation
that will become effectivein the future. Many schools have altered
their curricula accordingly, and prospective accounting majors
should carefully research accounting curriculaand the requirements
of any States in which they hope to become licensed.

All States use the four-part Uniform CPA Examination prepared
by the American I nstitute of Certified Public Accountants (AICPA).
The 2-day CPA examination is rigorous, and only about one-quar-
ter of thosewhotakeit each year passevery part they attempt. Can-
didatesare not required to passall four parts at once, but most States
require candidates to pass at |east two partsfor partial credit and to
complete all four sectionswithin acertain period. Most States also
require applicants for a CPA certificate to have some accounting
experience.

The AICPA also offers memberswith valid CPA certificates the
optionto receivethe Accredited in Business Va uation (ABV), Cer-
tified Information Technology Professional (CITP), or Persona
Financial Specialist (PFS) designations. The addition of these des-
ignationsto the CPA distinguishes those accountants with a certain
level of expertise in the nontraditional areas of business valuation,
technology, or personal financia planning, in which accountants
are practicing more frequently. The ABV designation requires a
written exam, as well as completion of a minimum of 10 business
valuation projects that demonstrate a candidate’s experience and
competence. The CITP requires payment of afee, awritten state-
ment of intent, and the achievement of a set number of points
awarded for business experience and education. Those who do not
meet the required number of points may substitute a written exam.
Candidatesfor the PFS designation also must achieve acertain level
of points, based on experience and education, and must pass awrit-
ten exam and submit references, as well.

Nearly all States require CPAs and other public accountants to
complete acertain number of hours of continuing professional edu-
cation before their licenses can be renewed. The professional as-
sociations representing accountants SpoONsor NUMErous COUrses,
seminars, group study programs, and other forms of continuing
education.

Accountants and auditors also can seek to obtain other forms of
credentials from professional societies on a voluntary basis. Vol-
untary certification can attest to professional competence in a spe-
cialized field of accounting and auditing. It also can certify that a
recognized level of professional competence has been achieved by
accountants and auditorswho acquired some skillson thejob, with-
out the formal education or public accounting work experience
needed to meet the rigorous standards required to take the CPA
examination.

The Ingtitute of Management Accountants (IMA) confers the
Certified Management Accountant (CMA) designation upon appli-
cants who complete a bachelor’s degree or attain a minimum score
on specified graduate school entrance exams. Applicants also must
pass a four-part examination, agree to meet continuing education
requirements, comply with standards of professional conduct, and
have worked at least 2 yearsin management accounting. The CMA
program is administered by the Institute of Certified Management
Accountants, an affiliate of the IMA.

Graduates from accredited colleges and universities who have
worked for 2 yearsasinternal auditors and have passed afour-part
examination may earn the Certified Internal Auditor (CIA) desig-
nation from the Institute of Internal Auditors. Similarly, the Infor-
mation Systems Audit and Control Association confers the
Certified Information Systems Auditor (CISA) designation upon
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candidates who pass an examination and have 5 years of experi-
ence in auditing electronic data-processing systems. Auditing or
data-processing experience and a college education may be sub-
stituted for up to 2 years of work experience in this program. The
Accreditation Council for Accountancy and Taxation, a satellite
organization of the National Society of Public Accountants, con-
fersthree designations—A ccredited in Accountancy (AA), Accred-
ited Tax Advisor (ATA), and Accredited Tax Preparer (ATP).
Candidates for the AA must pass an exam, while candidates for
the ATA and ATP must compl ete the required coursework and pass
an exam. Often, a practitioner will hold multiple licenses and
designations. For instance, an internal auditor might be a CPA,
CIA, and CISA.

The Association of Government Accountants grants the Certi-
fied Government Financial Manager (CGFM) designation for ac-
countants, auditors, and other government financial personnel at
the Federal, State, and local levels. Candidates must have a mini-
mum of abachelor’s degree, 24 hours of study in financial manage-
ment, and 2years experiencein government, and must passaseries
of three exams. The exams cover topics in governmental environ-
ment; governmental accounting, financia reporting, and budget-
ing; and financial management and control.

Persons planning a career in accounting should have an aptitude
for mathematics and be able to analyze, compare, and interpret facts
and figures quickly. They must be ableto clearly communicate the
results of their work to clients and managers. Accountants and au-
ditors must be good at working with people, as well as with busi-
ness systemsand computers. Because millionsof financial statement
users rely on their services, accountants and auditors should have
high standards of integrity.

Capable accountants and auditors may advance rapidly; those
having inadequate academic preparation may be assigned routine
jobs and find promotion difficult. Many graduates of junior col-
leges and business and correspondence schools, as well as book-
keepers and accounting clerks who meet the education and
experience requirements set by their employers, can obtain junior
accounting positions and advance to positions with more responsi-
bilities by demonstrating their accounting skills on the job.

Beginning public accountantsusually start by assisting with work
for several clients. They may advance to positions with more re-
sponsibility in 1 or 2 years, and to senior positions within another
few years. Thosewho excel may become supervisors, managers, or
partners; open their own public accounting firms; or transfer to ex-
ecutive positionsin management accounting or internal auditingin
private firms.

Management accountants often start as cost accountants, junior
internal auditors, or traineesfor other accounting positions. Asthey
rise through the organization, they may advanceto accounting man-
ager, chief cost accountant, budget director, or manager of internal
auditing. Some become controllers, treasurers, financial vice presi-
dents, chief financial officers, or corporation presidents. Many se-
nior corporation executives have a background in accounting,
internal auditing, or finance.

In general, public accountants, management accountants, and
internal auditors have much occupational mobility. Practitioners
often shift into management accounting or interna auditing from
public accounting, or between internal auditing and management
accounting. However, it isless common for accountants and audi-
tors to move from either management accounting or internal audit-
ing into public accounting.

Job Outlook
Accountants and auditors who have earned professional recogni-
tion through certification or licensure should have the best job
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prospects. For example, Certified Public Accountants should con-
tinueto enjoy awiderange of job opportunities, especially asmore
States require candidatesto have 150 hours of college coursework,
making it more difficult to obtain this certification. Similarly, Cer-
tified Management A ccountants should bein demand astheir man-
agement adviceisincreasingly sought. Applicantswithamaster’s
degree in accounting, or amaster’s degree in business administra-
tion with a concentration in accounting, also will have an advan-
tage in the job market.

Proficiency in accounting and auditing computer software, or
expertise in specialized areas such as international business, spe-
cificindustries, or current legislation, also may be helpful in land-
ing certain accounting and auditing jobs. In addition, employers
increasingly seek applicants with strong interpersonal and commu-
nication skills. Because many accountantswork on teamswith oth-
ers from different backgrounds, they must be able to communicate
accounting and financial information clearly and concisely. Re-
gardless of one's qualifications, however, competition will remain
keen for the most prestigious jobs in major accounting and busi-
ness firms.

Employment of accountants and auditors is expected to grow
about as fast as the average for al occupations through the year
2010. In addition to openings resulting from growth, the need to
replace accountants and auditors who retire or transfer to other oc-
cupationswill produce numerousjob openingsannually inthislarge
occupation.

As the economy grows, the number of business establishments
will increase, requiring more accountants and auditors to set up
books, prepare taxes, and provide management advice. As these
businesses grow, the volume and complexity of information devel-
oped by accountants and auditorsregarding costs, expenditures, and
taxes will increase as well. More-complex requirements for ac-
countants and auditors also arise from changes in legidation re-
lated to taxes, financia reporting standards, business investments,
mergers, and other financial matters. The growth of international
business also has led to more demand for accounting expertise and
services related to international trade and accounting rules, as well
as to international mergers and acquisitions. These trends should
create more jobs for accountants and auditors.

The changing role of accountants and auditors also will spur
job growth. In response to market demand, these financial spe-
cialists will offer more financial management and consulting ser-
vices as they take on a greater advisory role and develop more
sophisticated and flexible accounting systems. By focusing on
analyzing operations, rather than simply providing financial data,
accountants will help to boost demand for their services. Also,
internal auditorswill increasingly be needed to discover and elimi-
nate waste and fraud.

However, these trends will be offset somewhat by a decreasein
the demand for traditional services and by the growing use of ac-
counting software. Accountants will spend less time performing
audits, due to potential liability and relatively low profits, and will
shift away from tax preparation, due to the increasing popul arity of
tax preparation firms and software. As computer programs con-
tinue to simplify some accounting-related tasks, clerical staff will
increasingly handle many routine calculations.

Earnings

In 2000, the median annual earnings of accountants and auditors
were $43,500. The middle half of the occupation earned between
$34,290 and $56,190. The top 10 percent of accountants and
auditors earned more than $73,770, and the bottom 10 percent
earned less than $28,190. In 2000, median annua earningsin the



industries employing the largest numbers of accountants and au-
ditors were;

Computer and data processing services
Accounting, auditing, and bookkeeping
Federal goOVErNMENL ........ccoecererieiree e
[IoTo o T0)V/= 101011 0| S
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According to a salary survey conducted by the National Asso-
ciation of Colleges and Employers, bachelor’s degree candidatesin
accounting received starting offersaveraging $39,397 ayear in 2001,
master’s degree candidates in accounting were initialy offered
$43,272.

According to a 2001 salary survey conducted by Robert Half
International, astaffing servicesfirm specializing in accounting and
finance, accountants and auditors with up to 1 year of experience
earned between $29,250 and $40,250. Those with 1 to 3 years of
experience earned between $33,500 and $47,750. Senior accoun-
tants and auditors earned between $39,250 and $59,500; managers
earned between $46,750 and $76,750; and directors of accounting
and auditing earned between $60,500 and $106,500 a year. The
variation in salaries reflects differences in size of firm, location,
level of education, and professional credentials.

In the Federal Government, the starting annual salary for junior
accountants and auditors was $21,947 in 2001. Candidates who
had a superior academic record might start at $27,185, while appli-
cants with a master’s degree or 2 years of professional experience
usually began at $33,254. Beginning salaries were slightly higher
in selected areas where the prevailing local pay level was higher.
Accountants employed by the Federal Government in
nonsupervisory, supervisory, and managerial positions averaged
$64,770 ayear in 2001; auditors averaged $67,180.

Related Occupations

Accountants and auditors design internal control systems and ana-
lyze financial data. Others for whom training in accounting isin-
valuable include budget analysts; cost estimators; loan officers;
financial analysts and personal financial advisors; tax examiners,
collectors, and revenue agents; bill and account collectors; and book-
keeping, accounting, and auditing clerks. Recently, accountants
increasingly have taken on the role of management analyst.

Sources of Additional Information
Information about careers in certified public accounting and CPA
standards and examinations may be obtained from:
» American Institute of Certified Public Accountants, 1211 Avenue of the
Americas, New York, NY 10036. Internet: http://www.aicpa.org
Information on CPA licensure requirements by State may be ob-
tained from:
> National Association of State Boards of Accountancy, 150 Fourth Ave.
North, Suite 700, Nashville, TN 37219-2417. Internet: http://www.nasba.org
Information on careersin management accounting and the CMA
designation may be obtained from:
> Ingtitute of Management Accountants, 10 Paragon Dr., Montvale, NJ
07645-1760. Internet: http://www.imanet.org
Information on the Accredited in Accountancy, Accredited Busi-
ness Accountant, Accredited Tax Advisor, or Accredited Tax
Preparer designations may be obtained from:
» Accreditation Council for Accountancy and Taxation, 1010 North Fairfax
St., Alexandrig, VA 22314. Internet: http://www.acatcredentials.org
Information on careersininternal auditing and the CIA designa-
tion may be obtained from:
» Thelnstituteof Internal Auditors, 249 Maitland Ave., Altamonte Springs,
FL 32701-4201. Internet: http://www.theiia.org

Information on careers in information systems auditing and the
CISA designation may be obtained from:
» Thelnformation Systems Audit and Control Association, 3701 Algonquin
Rd., Suite 1010, Rolling Meadows, IL 60008. Internet: http://www.isaca.org

Information on careers in government accounting and on the
CGFM designation may be obtained from:
> Association of Government Accountants, 2208 Mount Vernon Ave., Alex-
andria, VA 22301. Internet: http://www.agacgfm.org

Information on obtai ning an accounting position with the Federal
Government is available from the Office of Personnel Management
(OPM) through atelephone-based system. Consult your telephone
directory under U.S. Government for alocal number or cal (912)
757-3000; Federal Relay Service: (800) 877-8339. The first num-
ber isnot tollfree, and chargesmay result. Information asoisavail-
able from the OPM Internet site: http://www.usajobs.opm.gov.
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Administrative Services Managers

(O*NET 11-3011.00)

Significant Points

e Administrative services managers work in private
industry and government and have varied
responsihilities, experience, earnings, and education.

e Competition should remain keen due to the substantial
supply of competent, experienced workers seeking
managerial jobs; however, demand should be strong
for facility managers and for administrative services
managers in management consulting.

Natur e of the Work

Administrative services managers perform a broad range of duties
in virtually every sector of the economy. They coordinate and di-
rect support services to organizations as diverse as insurance com-
panies, computer manufacturers, and government offices. These
workers manage the many services that allow organizations to op-
erate efficiently, such as secretarial and reception, administration,
payroll, conference planning and travel, information and data pro-
cessing, mail, materials scheduling and distribution, printing and
reproduction, records management, telecommunications manage-
ment, security, parking, and personal property procurement, sup-
ply, and disposal.

Specific duties for these managers vary by degree of responsi-
bility and authority. First-line administrative services managersdi-
rectly supervise a staff that performs various support services.
Mid-level managers, on the other hand, develop departmental plans,
set goals and deadlines, implement procedures to improve produc-
tivity and customer service, and define the responsibilities of su-
pervisory-level managers. Some mid-level administrative services
managers oversee first-line supervisors from various departments,
including the clerical staff. Mid-level managers also may be in-
volved in the hiring and dismissal of employees, but they generally
have no role in the formulation of personnel policy. Some of these
managers advance to upper level positions, such as vice president
of administrative services, which are discussed in the Handbook
statement on top executives.

In small organizations, asingle administrative services manager
may oversee al support services. Inlarger ones, however, first-line
administrative services managers often report to mid-level manag-
ers who, in turn, report to owners or top-level managers. As the
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Administrative services managers ensure that their organization’s
building and grounds are properly maintained.

size of thefirmincreases, administrative services managersare more
likely to specializein specific support activities. For example, some
administrative services managers work primarily as office manag-
ers, contract administrators, or unclaimed property officers. In many
cases, the duties of these administrative servicesmanagersaresimilar
to those of other managers and supervisors, some of which are dis-
cussed in other Handbook statements.

Because of the range of administrative services required by or-
ganizations, the nature of these managerial jobs also varies signifi-
cantly. Administrative services managers who work as contract
administrators, for instance, oversee the preparation, anaysis, ne-
gotiation, and review of contracts related to the purchase or sale of
equipment, materials, supplies, products, or services. In addition,
some admini strative services managers acquire, distribute, and store
supplies, while others dispose of surplus property or oversee the
disposal of unclaimed property.

Facility managers have duties similar to those of administra-
tive services managers, but also plan, design, and manage build-
ings and grounds in addition to people. They are responsible for
coordinating the aspects of the physical workplace with the people
and work of an organization. This task requires integrating the
principles of business administration, architecture, and behavioral
and engineering science. Although the specific tasks assigned to
facility managers vary substantially depending on the organiza-
tion, the duties fall into several categories, relating to operations
and maintenance, real estate, project planning and management,
communication, finance, quality assessment, facility function, and
management of human and environmental factors. Tasks within
these broad categories may include space and workplace planning,
budgeting, purchase and sale of real estate, lease management, reno-
vations, or architectural planning and design. Facility managers
may suggest and oversee renovation projects for a variety of rea-
sons, ranging from improving efficiency to ensuring that facilities
meet government regul ations and environmental, health, and secu-
rity standards. Additionally, facility managers continually moni-
tor the facility to ensure that it remains safe, secure, and
well-maintained. Often, the facility manager is responsible for
directing staff, including maintenance, grounds, and custodial
workers.

Working Conditions
Administrative services managers generally work in comfortable
offices. Managersinvolved in contract administration and personal
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property procurement, use, and disposal may travel between their
home office, branch offices, vendors' offices, and property sales
sites. Also, facility managers who are responsible for the design
of workspaces may spend time at construction sitesand may travel
between different facilities while monitoring the work of mainte-
nance, grounds, and custodial staffs. However, new technology
hasincreased the number of managerswho telecommute from home
or other offices, and teleconferencing has reduced the need for
travel.

M ost administrative services managerswork a standard 40-hour
week. However, uncompensated overtime frequently is required
to resolve problems and meet deadlines. Facility managers often
areon call to address avariety of problemsthat can arisein afacil-
ity during non-work hours. Because of frequent deadlines and the
challenges of managing staff and resources, the work of adminis-
trative services and facility managers can be stressful.

Employment

Administrative services managers held about 362,000 jobsin 2000.
About half worked in serviceindustries, including engineering and
management, business, educational, social, and health services.
The remaining workers were widely dispersed throughout the
economy.

Training, Other Qualifications, and Advancement

Educational requirements for these managers vary widely, depend-
ing on the size and complexity of the organization. In small organi-
zations, experience may be the only requirement needed to enter a
position as office manager. When an opening in administrative ser-
vices management occurs, the office manager may be promoted to
the position based on past performance. In large organizations,
however, administrative services managers normally are hired from
outside, and each position has formal education and experience re-
quirements. Some administrative services managers have advanced
degrees.

Specific requirements vary by job responsibility. For first-line
administrative services managers of secretarial, mailroom, and re-
lated support activities, many employers prefer an associate degree
in business or management, although a high school diploma may
suffice when combined with appropriate experience. For manag-
ers of audiovisual, graphics, and other technical activities,
postsecondary technical school training is preferred. Managers of
highly complex services, such as contract administration, gener-
ally need at least abachelor’s degree in business, human resources,
or finance. Regardless of magjor, the curriculum should include
courses in office technology, accounting, business mathematics,
computer applications, human resources, and business law. Most
facility managers have an undergraduate or graduate degreein en-
gineering, architecture, construction management, business admin-
istration, or facility management. Many have abackground in real
estate, construction, or interior design, in addition to managerial
experience. Whatever the manager’s educational background, it
must be accompanied by related work experience reflecting dem-
onstrated ability. For this reason, many administrative services
managers have advanced through the ranks of their organization,
acquiring work experience in various administrative positions be-
fore assuming first-line supervisory duties. All managerswho over-
see departmental
supervisors should be familiar with office procedures and equip-
ment. Managers of persona property acquisition and disposal
need experience in purchasing and sales, and knowledge of avari-
ety of supplies, machinery, and equipment. Managers concerned
with supply, inventory, and distribution should be experienced in



receiving, warehousing, packaging, shipping, transportation, and
related operations. Contract administrators may have worked as
contract specialists, cost analysts, or procurement specialists. Man-
agers of unclaimed property often have experience in insurance
claims analysis and records management.

Persons interested in becoming administrative services or facil-
ity managers should have good communication skillsand be ableto
establish effective working rel ationshipswith many different people,
ranging from managers, supervisors, and professionals, to clerks
and blue-collar workers. They should beanalytical, detail-oriented,
flexible, and decisive. They must aso be able to coordinate several
activities at once, quickly analyze and resolve specific problems,
and cope with deadlines.

Most administrative services managers in small organizations
advance by moving to other management positions or to a larger
organization. Advancement is easier in large firms that employ
several levels of administrative services managers. Attainment of
the Certified Administrative Manager (CAM) designation offered
by the Institute of Certified Professional Managers through work
experience and successful completion of examinationscanincrease
amanager’s advancement potential. In addition, amaster’sdegree
in business administration or related field enhances a first-level
manager’s opportunities to advance to a mid-level management
position, such as director of administrative services, and eventu-
aly to a top-level management position, such as executive vice
president for administrative services. Thosewith the required capi-
tal and experience can establish their own management consulting
firm.

Advancement of facility managersisbased on the practicesand
sizeof individual companies. Somefacility managerstransfer from
other departments within the organization or work their way up
from technical positions. Othersadvance through a progression of
facility management positions that offer additional responsibili-
ties. Completion of the competency-based professional certifica-
tion program offered by the International Facility Management
Association can give prospective candidates an advantage. In or-
der to qualify for this Certified Facility Manager (CFM) designa-
tion, applicants must meet certain educational and experience
reguirements.

Job Outlook

Employment of administrative services managersis expected to grow
about asfast as the average for all occupations through 2010. Like
other managerial positions, there are more competent, experienced
workers seeking jobs than there are positions available. However,
demand should be strong for facility managers because businesses
increasingly are realizing the importance of maintaining and effi-
ciently operating their facilities, which are very large investments
for most organizations. Administrative services managers employed
in management services and management consulting also should
be in demand, as public and private organizations continue to con-
tract out and streamline their administrative services functions in
an effort to cut costs. Many additional job openingswill stem from
the need to replace workers who transfer to other jobs, retire, or
stop working for other reasons.

Continuing corporate restructuring and increasing utilization of
office technology should result in aflatter organizationa structure
with fewer level sof management, reducing the need for somemiddie
management positions. This should adversely affect administra-
tive services managers who oversee first-line mangers. Because
many administrative managers have a variety of functions, how-
ever, the effects of these changes on employment should be less
severe than for other middle managers who specialize in only cer-
tain functions.

Earnings

Earnings of administrative services managers vary greatly depend-
ing on the employer, the specialty, and the geographic area. 1n gen-
eral, however, median annua earnings of administrative services
managers in 2000 were $47,080. The middle 50 percent earned
between $32,550 and $67,630. The lowest 10 percent earned less
than $23,800, and the highest 10 percent earned more than $90,120.
Median annual earningsin theindustries employing thelargest num-
bers of these workersin 2000 are shown below:

Computer and data processing SENVICES ......cvvereeerrereeerienereneens
Colleges and universities
Local QOVEINMENL .....ccveeereeeeerieree e e e
Management and public relations ...........ccccoeeverevenene
St GOVEINMENL ...ttt

Inthe Federal Government, contract specialistsin nonsupervisory,
supervisory, and managerial positions earned an average of $60,310
ayear in 2000. Corresponding averageswere $58,050 for facilities
managers, $57,360 for industrial property managers, $53,830 for
property disposal specialists, $57,400 for administrative officers,
and $48,410 for support services administrators.

Related Occupations

Administrative services managers direct and coordinate support
services and oversee the purchase, use, and disposal of personal
property. Occupations with similar functions include office and
administrative support worker supervisors and managers; cost esti-
mators; property, real estate, and community association manag-
ers; purchasing managers, buyers, and purchasing agents; and top
executives.

Sources of Additional Information
For information about careersin facility management, facility man-
agement education and degree programs, and the Certified Facility
Manager designation, contact:
> International Facility Management Association, 1 East Greenway Plaza,
Suite 1100, Houston, TX 77046-0194. Internet: http://www.ifma.org
General information regarding facility management and alist of
facility management educational and degree programs may be ob-
tained from:
» The Association of Higher Education Facilities Officers, 1643 Prince
St., Alexandria, VA 22314-2818. Internet: http://www.appa.org
For information about the Certified Administrative Manager des-
ignation, contact:
> Institute of Certified Professional Managers, James Madison
University, College of Business, Harrisonburg, VA 22807. Internet:
http://cob.jmu.edu/icom

. ________________________________________________________|
Advertising, Marketing, Promotions,

Public Relations, and Sales Managers
(O*NET 11-2011.00, 11-2021.00, 11-2022.00, 11-2031.00)

Significant Points
e Employment is projected to increase rapidly, but
competition for jobs is expected to be intense.
e College graduates with related experience, a high level
of creativity, and strong communication skills should
have the best job opportunities.

e High earnings, substantial travel, and long hours,
including evenings and weekends, are common.



Natur e of the Work

The objective of any firm isto market and sell its products or ser-
vices profitably. In small firms, the owner or chief executive of-
ficer might assume al advertising, promotions, marketing, sales,
and public relations responsihilities. In large firms, which may of-
fer numerous products and services nationally or even worldwide,
an executive vice president directs overall advertising, promotions,
marketing, sales, and publicrelationspolicies. (Executivevice presi-
dents are included in the Handbook statement on top executives.)
Advertising, marketing, promotions, public relations, and sales
managers coordinate the market research, marketing strategy, sales,
advertising, promotion, pricing, product development, and public
relations activities.

Managers oversee advertising and promotion staffs, which usu-
aly aresmall, except inthelargest firms. Inasmall firm, managers
may serve as aliaison between the firm and the advertising or pro-
motion agency to which many advertising or promotional functions
are contracted out. In larger firms, advertising managers oversee
in-house account, creative, and media services departments. The
account executive manages the account services department, as-
sesses the need for advertising and, in advertising agencies, main-
tains the accounts of clients. The creative services department
develops the subject matter and presentation of advertising. The
creative director oversees the copy chief, art director, and their re-
spective staffs. The media director oversees planning groups that
select the communication media—for example, radio, television,
newspapers, magazines, Internet, or outdoor signs—to disseminate
the advertising.

Promotion managers supervise staffs of promotion speciaists.
They direct promotion programs combining advertising with pur-
chase incentives to increase sales. In an effort to establish closer
contact with purchasers—dealers, distributors, or consumers—pro-
motion programs may involve direct mail, telemarketing, television
or radio advertising, catal ogs, exhibits, insertsin newspapers, I nternet
advertisements or Web sites, instore displays or product endorse-
ments, and specia events. Purchase incentives may include dis-
counts, samples, gifts, rebates, coupons, sweepstakes, and contests.

Mar keting manager s devel op the firm’s detailed marketing strat-
egy. With the help of subordinates, including product devel opment
managers and market research managers, they determine the de-
mand for products and services offered by the firm and its competi-
tors. In addition, they identify potential markets—for example,
business firms, wholesalers, retailers, government, or the general
public. Marketing managers develop pricing strategy with an eye
towards maximizing the firm’s share of the market and its profits
while ensuring that the firm’s customers are satisfied. 1n collabora-
tion with sales, product development, and other managers, they
monitor trends that indicate the need for new products and services
and oversee product development. Marketing managerswork with
advertising and promotion managers to promote the firm’s prod-
ucts and services and to attract potential users.

Public relations manager s supervise public relations specialists.
(Seethe Handbook statement on public relations specialists.) These
managers direct publicity programs to a targeted public. They of-
ten specializein aspecific area, such ascrisis management—or ina
specificindustry, such asheathcare. They useevery available com-
munication medium in their effort to maintain the support of the
specific group upon whom their organization's success depends,
such as consumers, stockholders, or the general public. For ex-
ample, public relations managers may clarify or justify the firm's
point of view on health or environmental issues to community or
special interest groups.

Public relations managers also eval uate advertising and promo-
tion programs for compatibility with public relations efforts and
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Advertising, marketing, promotions, public relations, and sales
manager s design advertisements.

serve asthe eyesand ears of top management. They observe socid,
economic, and political trends that might ultimately affect the firm
and make recommendations to enhance the firm’'s image based on
those trends.

Public relations managers may confer with labor relations man-
agersto produceinternal company communications—such asnews-
letters about employee-management relations—and with financial
managers to produce company reports. They assist company ex-
ecutives in drafting speeches, arranging interviews, and maintain-
ing other forms of public contact; oversee company archives; and
respond to information requests. In addition, some handle special
events such as sponsorship of races, parties introducing new prod-
ucts, or other activities the firm supports in order to gain public
attention through the press without advertising directly.

Sales managers direct the firm's sales program. They assign
sales territories, set goals, and establish training programs for the
sales representatives. (See the Handbook statement on sales repre-
sentatives, wholesale and manufacturing.) Managersadvisethe sales
representatives on waysto improvetheir salesperformance. Inlarge,
multiproduct firms, they oversee regional and local sales managers
and their staffs. Sales managers maintain contact with dealers and
distributors. They analyze sales statistics gathered by their staffsto
determine sales potential and inventory requirements and monitor
the preferences of customers. Such information isvital to develop
products and maximize profits.

Working Conditions
Advertising, marketing, promotions, public relations, and salesman-
agersare provided with offices closeto those of top managers. Long
hours, including evenings and weekends, are common. Almost 38
percent of advertising, marketing, and public relations managers
worked 50 hours or more aweek in 2000. Working under pressure
is unavoidable when schedul es change and problems arise, but dead-
lines and goals must still be met.

Substantial travel may beinvolved. For example, attendance at
meetings sponsored by associations or industries often is manda-
tory. Sales managers travel to national, regional, and local offices



and to various dealers and distributors. Advertising and promotion
managers may travel to meet with clients or representatives of com-
munications media. At times, public relations managers travel to
meet with special interest groups or government officials. Job trans-
fers between headquarters and regional offices are common, par-
ticularly among sales managers.

Employment

Advertising, marketing, promotions, public relations, and sales man-
agers held about 707,000 jobs in 2000. The following tabulation
shows the distribution of jobs by occupational specialty.

SAlES MANAGENS....c.veveeeeeereeiesieere s seee e sae e seesenees 343,000
Marketing Managers .......cccoveverrerieeieneeeseneeeseneeeneens 190,000
Advertising and promotions managers 100,000
Public relations Managers ..........coeovveeeeneieseneese e 74,000

These managers were found in virtualy every industry. Sales
managersheld amost half of thejobs; most were employed in whole-
sale and retail trade, manufacturing, and services industries. Mar-
keting managers held more than one-fourth of the jobs; services
and manufacturing industries employed about two-thirds of mar-
keting managers. Half of advertising and promotions managers
worked in services industries, including advertising, computer and
data processing, and engineering and management services. More
than two-thirds of public relations managerswerefound in services
industries, such as educational services, management and public
relations, and social services.

Training, Advancement, and Other Qualifications

A widerange of educational backgrounds are suitablefor entry into
advertising, marketing, promotions, public relations, and sales mana-
geria jobs, but many employers prefer those with experience in
related occupations plus a broad liberal arts background. A
bachelor’s degree in sociology, psychology, literature, journalism,
or philosophy, among other subjects, is acceptable. However, re-
quirements vary, depending upon the particular job.

For marketing, sales, and promotion management positions, some
employers prefer a bachelor’s or master’s degree in business
administration with an emphasis on marketing. Courses in busi-
ness law, economics, accounting, finance, mathematics, and statis-
tics are advantageous. In highly technical industries, such as
computer and electronics manufacturing, a bachelor’s degree in
engineering or science, combined with a master’s degree in busi-
ness administration, is preferred.

For advertising management positions, some employers prefer
abachelor’sdegreein advertising or journalism. A course of study
should include marketing, consumer behavior, market research,
sales, communication methods and technology, and visual arts—
for example, art history and photography.

For public relations management positions, some employers pre-
fer a bachelor’s or master’s degree in public relations or journal-
ism. The applicant’s curriculum should include courses in
advertising, business administration, public affairs, public speak-
ing, political science, and creative and technical writing.

For all these specialties, courses in management and comple-
tion of an internship while in school are highly recommended.
Familiarity with word processing and database applications also
is important for many positions. Computer skills are vital be-
cause interactive marketing, product promotion, and advertising
on the Internet are increasingly common. The ability to commu-
nicate in aforeign language may open up employment opportuni-
ties in many rapidly growing niche markets around the country,
especiadly inlarge citiesand in areas with large Spanish-speaking
populations.

Most advertising, marketing, promotions, public relations, and
sales management positions are filled by promoting experienced
staff or related professional or technical personnel. For example,
many managers areformer salesrepresentatives, purchasing agents,
buyers, product or brand specialists, advertising specialists, promo-
tion specidists, and public relations specidists. Insmall firms, where
the number of positionsis limited, advancement to a management
position usually comes slowly. In large firms, promotion may oc-
cur more quickly.

Although experience, ability, and leadership are emphasized for
promoation, advancement can be accel erated by participationin man-
agement training programs conducted by many large firms. Many
firms also provide their employees with continuing education op-
portunities, either in-house or at local collegesand universities, and
encourage employee participation in seminars and conferences, of-
ten provided by professional societies. In collaboration with col-
leges and universities, numerous marketing and rel ated associations
sponsor national or local management training programs. Courses
include brand and product management, international marketing,
sales management eval uation, telemarketing and direct sales, inter-
active marketing, promotion, marketing communication, market
research, organizational communication, and data processing sys-
tems procedures and management. Many firms pay all or part of
the cost for those who successfully complete courses.

Some associations (listed under sources of additional informa-
tion) offer certification programs for advertising, marketing, sales,
and public relations managers. Certification—a sign of compe-
tence and achievement in this field—is particularly important in a
competitive job market. While relatively few advertising, market-
ing, and public relations managers currently are certified, the num-
ber of managers who seek certification is expected to grow. For
example, Sales and Marketing Executives International offers a
management certification program based on education and job per-
formance. The Public Relations Society of America offers an ac-
creditation program for public relations practitioners based on years
of experience and an examination.

Persons interested in becoming advertising, marketing, promo-
tions, public relations, and sales managers should be mature, cre-
ative, highly motivated, resistant to stress, flexible, and decisive.
The ability to communicate persuasively, both oraly and in writ-
ing, with other managers, staff, and the public isvital. These man-
agers also need tact, good judgment, and exceptional ability to
establish and maintain effective personal relationships with super-
visory and professional staff members and client firms.

Because of the importance and high visibility of their jobs, ad-
vertising, marketing, promotions, public relations, and sales man-
agers often are prime candidates for advancement to the highest
ranks. Well-trained, experienced, successful managers may be pro-
moted to higher positions in their own, or other, firms. Some be-
come top executives. Managers with extensive experience and
sufficient capital may open their own businesses.

Job Outlook
Advertising, marketing, promotions, public relations, and sales man-
ager jobs are highly coveted and will be sought by other managers
or highly experienced professional and technical personnel, result-
ing in keen competition. College graduates with related experi-
ence, a high level of creativity, and strong communication skills
should have the best job opportunities. Thosewho have new media
and interactive marketing skillswill be particularly sought after.
Employment of advertising, marketing, promotions, public rela-
tions, and sales managers is expected to increase faster than the
averagefor all occupations through 2010. Increasingly intense do-
mestic and global competition in products and services offered to
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consumers should require greater marketing, promotional, and public
relations efforts by managers. The number of management and
public relations firms may experience particularly rapid growth as
businesses increasingly hire contractors for these services instead
of additional full-time staff.

Projected employment growth varies by industry. For example,
employment of advertising, marketing, promotions, public relations,
and sales managersis expected to grow much faster than averagein
most business services industries, such as computer and data pro-
cessing, and in management and public relations firms, while little
or no change is projected in manufacturing industries.

Earnings
Median annual earnings in 2000 for advertising and promotions
managers were $53,360; marketing managers, $71,240; sales man-
agers, $68,520; and public relations managers, $54,540. Earnings
ranged from less than $27,840 for the lowest 10 percent of adver-
tising and promotions managers, to morethan $137,780 for the high-
est 10 percent of sales managers.

Median annua earnings in the industries employing the largest
numbers of advertising and promotions managers in 2000 were as
follows:

Computer and data processing SENVICES ......ccveerueerrereeesiereeeneans $79,970
AGVEISING oooviiiiciiieeere s 58,890

Median annual earnings in the industries employing the largest
numbers of marketing managers in 2000 were as follows:

Computer and data processing services
AQVEISING .oveveeecieiecceeese e
Management and public relations ...........cocooeevverenenenncneen,

Median annua earnings in the industries employing the largest
numbers of sales managersin 2000 were as follows:

Computer and data processing SENVICES ......cueereeerrereeesrereeeneans
Professional and commercial equipment
New and used car dealers........c.cocooeevvncinirnenne.

HotelSand MOLEIS........c.ceiiiriieee s

Median annual earnings in the industries employing the largest
numbers of public relations managers in 2000 were as follows:

Management and public relations
Colleges and UNIVErSItIES .......ccooereeerienieereee e

According to aNational Association of Collegesand Employers
survey, starting salaries for marketing majors graduating in 2001
averaged $35,000; those for advertising majors averaged $29,700.

Salary levels vary substantially, depending upon the level of
managerial responsibility, length of service, education, firm size,
location, and industry. For example, manufacturing firms usually
pay these managers higher salaries than nonmanufacturing firms
do. For sales managers, the size of their sales territory is another
important determinant of salary. Many managers earn bonuses equal
to 10 percent or more of their salaries.

Related Occupations

Advertising, marketing, promotions, public relations, and sales man-
agers direct the sale of products and services offered by their firms
and the communication of information about their firms’ activities.
Other workers involved with advertising, marketing, promotions,
public relations, and sales include actors, producers, and directors;
artists and related workers; demonstrators, product promoters, and
models; economists and market and survey researchers; public rela-
tions specialists; sales representatives, wholesale and manufactur-
ing; and writers and editors.
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Sources of Additional Information

For information about careers and certification in sales and market-

ing management, contact:

» Sdles and Marketing Executives International, 5500 Interstate North

Pkwy., No. 545, Atlanta, GA 30328-4662. Internet: http://www.smei.org
For information about careers in advertising management, con-

tact:

» American Association of Advertising Agencies, 405 Lexington Ave.,

New York, NY 10174-1801. Internet: http://www.aaaa.org
Information about careers and certification in public relations

management is available from:

» Public Relations Society of America, 33 Irving Place, New York, NY

10003-2376. Internet: http://www.prsa.org

Budget Analysts

(O*NET 13-2031.00)

Significant Points

e Two out of five budget analysts work in Federal, State,
and local governments.

e A bachelor’'s degree generaly is the minimum
educationa requirement; however, some employers
require a master’s degree.

e Competition for jobs should remain keen due to the
substantial number of qualified applicants; those with a
master’s degree should have the best prospects.

Nature of the Work

Deciding how to efficiently distribute limited financial resourcesis
an important challengein all organizations. In most large and com-
plex organizations, this task would be nearly impossible were it not
for budget anaysts. These professionals play the primary rolein the
development, analysis, and execution of budgets, which are used to
allocate current resources and estimate future financial requirements.
Without effective analysis of and feedback about budgetary prob-
lems, many private and public organi zations could become bankrupt.

Budget analysts can be found in private industry, nonprofit or-
ganizations, and the public sector. In private sector firms, a budget
analyst examines, analyzes, and seeks new ways to improve effi-
ciency and increase profits. Although analysts working in non-
profit and governmental organizations usually are not concerned
with profits, they still try to find the most efficient distribution of
fundsand other resources among various departments and programs.

Budget analysts have many responsibilities in these organiza-
tions, but their primary task is providing advice and technical assis-
tance in the preparation of annual budgets. At the beginning of
each budget cycle, managers and department heads submit proposed
operational and financial plansto budget analystsfor review. These
plans outline expected programs, including proposed monetary in-
creases and new initiatives, estimated costs and expenses, and capi-
tal expenditures needed to finance these programs.

Analysts examine the budget estimates or proposals for com-
pleteness, accuracy, and conformance with established procedures,
regulations, and organizational objectives. Sometimes, they employ
cost-benefit analysis to review financial requests, assess program
trade-offs, and explore alternative funding methods. They also ex-
amine past and current budgets and research economic and finan-
cial developments that affect the organization’s spending. This
process enables analysts to evaluate proposals in terms of the
organization’s priorities and financial resources.



Budget analysts must determine the most appropriate allocation of
financial resources for an organization.

After this initial review process, budget analysts consolidate
theindividual departmental budgetsinto operating and capital bud-
get summaries. These summaries contain comments and support-
ing statements that support or argue against funding requests.
Budget summariesthen are submitted to senior management or, as
is often the case in local and State governments, to appointed or
elected officials. Budget analysts then help the chief operating
officer, agency head, or other top managers analyze the proposed
plan and devise possible alternatives if the projected results are
unsatisfactory. The final decision to approve the budget, how-
ever, usualy is made by the organization head in a private firm or
by elected officials in government, such as the State legislative
body.

Throughout the remainder of the year, analysts periodically
monitor the budget by reviewing reports and accounting records to
determineif allocated funds have been spent as specified. If devi-
ations appear between the approved budget and actual performance,
budget analysts may write a report explaining the causes of the
variations along with recommendations for new or revised budget
procedures. In order to avoid or aleviate deficits, they may rec-
ommend program cuts or reallocation of excess funds. They also
inform program managers and others within their organization of
the status and availability of funds in different budget accounts.
Before any changes are made to an existing program or a new
one is implemented, a budget analyst assesses its efficiency and

effectiveness. Analysts also may be involved in long-range plan-
ning activities such as projecting future budget needs.

The budget analyst’s role has broadened as limited funding has
led to downsizing and restructuring throughout privateindustry and
government. Not only do they develop guidelinesand policiesgov-
erning the formulation and maintenance of the budget, but they also
measure organizational performance, assess the effect of various
programs and policies on the budget, and help draft budget-related
legislation. In addition, budget analysts sometimes conduct train-
ing sessions for company or government agency personnel regard-
ing new budget procedures.

Working Conditions

Budget analysts usually work in acomfortable office setting. Long
hours are common among these workers, especialy during the ini-
tial development and mid-year and final reviews of budgets. The
pressure of deadlines and tight work schedules during these peri-
ods can be extremely stressful, and analysts usually are required to
work more than the routine 40 hours a week.

Budget analysts spend the magjority of their time working inde-
pendently, compiling and analyzing data, and preparing budget pro-
posals. Nevertheless, their schedule sometimes is interrupted by
specia budget requests, meetings, and training sessions. Some
budget analysts travel to obtain budget details and explanations of
various programs from coworkers, or to personally observe fund-
ing allocation.

Employment

Budget analysts held about 70,000 jobs throughout private industry
and government in 2000. Federal, State, and local governmentsare
major employers, accounting for two-fifths of all budget analyst
jobs. The U.S. Department of Defense employed 7 of every 10
budget analysts working for the Federal Government. Other major
employers include schools, hospitals, and banks.

Training, Other Qualifications, and Advancement

Private firmsand government agencies generally require candidates
for budget analyst positions to have at least a bachelor’s degree.
Within the Federal Government, abachelor’sdegreein any fieldis
sufficient for an entry-level budget analyst position. Stateandlocal
governments have varying requirements, but abachelor’sdegreein
one of many areas—accounting, finance, business or public admin-
istration, economics, political science, statistics, or asocia science
such as sociology—may qualify one for entry into the occupation.
Sometimes, a field closely related to the employing industry or
organization, such asengineering, may be preferred. Anincreasing
number of State governments and other employers require a candi-
date to possess a master’s degree to ensure adequate analytical and
communication skills. Some firms prefer candidates with back-
grounds in business because business courses emphasize quantita-
tive and analytical skills. Occasionally, budget and financial
experience can be substituted for formal education.

Because developing a budget involves manipulating numbers
and requiresstrong analytical skills, coursesin statistics or account-
ing are helpful, regardless of the prospective budget analyst’'s ma-
jor field of study. Financial analysisisautomated in almost every
organization and, therefore, familiarity with word processing and
the financial software packages used in budget analysis often is
required. Software packages commonly used by budget analysts
include electronic spreadsheet, database, and graphics software.
Employersusually prefer job candidates who already possess these
computer skills.

In addition to analytical and computer skills, those seeking a
career as a budget analyst also must be able to work under strict
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time constraints. Strong oral and written communication skills are
essential for anaysts because they must prepare, present, and defend
budget proposals to decision makers.

Entry-level budget analysts may receive some formal training
when they begin their jobs, but most employers fed that the best
training isobtained by working through one compl ete budget cycle.
During the cycle, which typically is one year, analysts become fa-
miliar with the various stepsinvolved in the budgeting process. The
Federal Government, on the other hand, offers extensive on-the-job
and classroom training for entry-level trainees. In addition to on-
the-job training, budget analysts are encouraged to participate in
the various classes offered throughout their careers.

Some budget analysts employed in the Federal, State, or local
level may choose to receive the Certified Government Financial
Manager (CGFM) designation granted by the Association of Gov-
ernment Accountants. Other government financia officersalso may
receive this designation. Candidates must have a minimum of a
bachelor’s degree, 24 hours of study in financial management, 2
years experiencein government, and passaseriesof 3 exams. The
exams cover topics in governmental environment; governmental
accounting, financial reporting, and budgeting; and financial man-
agement and control.

Budget analysts start their careers with limited responsibilities.
Inthe Federal Government, for example, beginning budget analysts
compare projected costs with prior expenditures, consolidate and
enter data prepared by others, and assist higher grade analysts by
doing research. As analysts progress, they begin to develop and
formulate budget estimates and justification statements, perform
in-depth analyses of budget requests, write statements supporting
funding requests, advise program managers and others on the status
and availability of fundsin different budget activities, and present
and defend budget proposals to senior managers.

Beginning analysts usually work under close supervision. Ca-
pable entry-level analysts can be promoted into intermediate-level
positionswithin 1 to 2 years, and then into senior positionswithina
few moreyears. Progressing to ahigher level means added budget-
ary responsibility and can lead to asupervisory role. Because of the
importance and high visibility of their jobs, senior budget analysts
are prime candidates for promotion to management positions in
various parts of the organization.

Job Outlook

Competition for budget analyst jobs should remain keen due to the
substantial number of qualified applicants. Candidates with a
master’s degree should have the best job opportunities. Familiarity
with computer financial software packages also should enhance a
jobseeker’s employment prospects.

Employment of budget analysts is expected to grow about as
fast asthe average for al occupations through 2010. Employment
growth will be driven by the continuing demand for sound finan-
cia analysis in both public and private sector organizations. In
addition to employment growth, many job openingswill result from
the need to replace experienced budget analystswho transfer to other
occupations or leave the labor force.

The expanding use of computer applicationsin budget analysis
increases worker productivity by enabling analyststo process more
datain less time. However, because analysts now have a greater
supply of dataavailableto them, their jobs are becoming more com-
plicated. In addition, as businesses become increasingly complex
and specialization within organizations becomes more common,
planning and financia control increasingly demand attention. These
factors should offset any adverse effects of computer usage on em-
ployment of budget analysts.
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In coming years, companieswill continueto rely heavily on bud-
get analyststo examine, analyze, and develop budgets. Becausethe
financial analysis performed by budget analystsisanimportant func-
tion in every large organization, the employment of budget analysts
has remained relatively unaffected by downsizing in the Nation’s
workplaces. Inaddition, because financial and budget reports must
be completed during periods of economic growth and slowdowns,
budget analysts usually are less subject to layoffs during economic
downturns than many other workers.

Earnings

Salaries of budget analysts vary widely by experience, education,
and employer. Median annual earnings of budget analystsin 2000
were $48,370. The middle 50 percent earned between $38,400 and
$61,030. The lowest 10 percent earned less than $31,260, and the
highest 10 percent earned more than $74,030.

According to a 2001 survey conducted by Robert Half Interna-
tional, a staffing services firm specializing in accounting and fi-
nance, starting salaries of budget and other financial analysts in
small firms ranged from $29,750 to $35,500; in large organizations
compensation ranged from $33,250 to $40,000. In smal firms,
analysts with 1 to 3 years of experience earned from $34,500 to
$42,750; in large companies they made from $40,250 to $51,000.
Senior analystsin small firms earned from $37,750 to $55,750; in
large firms they made from $51,500 to $64,000. Earnings of man-
agersin this field ranged from $40,500 to $62,750 ayear in small
firms, while managersin large organizations earned between $63,500
and $81,250.

In the Federal Government, budget analysts usualy started as
trainees earning $21,947 or $27,185 a year in 2001. Candidates
with a master’s degree might begin at $33,254. Beginning salaries
wereslightly higher in selected areaswhere the prevailing local pay
level was higher. The average annual salary in 2001 for budget
analysts employed by the Federal Government in nonsupervisory,
supervisory, and managerial positions was $56,710.

Related Occupations

Budget analystsreview, analyze, and interpret financial data; make
recommendations for the future; and assist in the implementation
of new ideas and financial strategies. Workers who use these skills
in other occupations include accountants and auditors, cost estima-
tors, economists and market and survey researchers, financial ana-
lysts and personal financial advisors, financial managers, and loan
counselors and officers.

Sour ces of Additional Information
Information about career opportunities as a budget analyst may be
available from your State or local employment service.

Information on careersin government financial management and
the CGFM designation may be obtained from:
» Association of Government Accountants, 2208 Mount Vernon Ave., Al-
exandria, VA 22301. Internet: http://www.agacgfm.org

Information on careers in budget analysis at the State govern-
ment level can be obtained from:
> National Association of State Budget Officers, Hall of the States Build-
ing, Suite 642, 444 North Capitol St. NW., Washington, DC 20001. Internet:
http://www.nasbo.org

Information on obtaining a budget analyst position with the Fed-
eral Government is available from the Office of Personnel Manage-
ment (OPM) through a telephone-based system. Consult your
telephone directory under U.S. Government for a local number or
cal (912) 757-3000; Federal Relay Service: (800) 877-8339. The
first number is not tollfree, and charges may result. Information also
isavailablefromthe OPM Internet site: http://www.usgj obs.opm.gov.
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Claims Adjusters, Appraisers,

Examiners, and Investigators
(O*NET 13-1031.01, 13-1031.02, 13-1032.00)

Significant Points

¢ Adjusters and examiners investigate claims, negotiate
settlements, and authorize payments, while
investigators deal with claimsin which fraud or
criminal activity is suspected.

e Most employers prefer to hire college graduates.

e The greatest demand for adjusters will be in property
and casualty, and health insurance; competition will
remain keen for jobs as investigators because this
occupation attracts many qualified people.

Nature of the Work

Claims adjusters, appraisers, examiners and investigators perform
awide range of functions, but their most important roleis acting as
intermediaries with the public. Insurance companies and indepen-
dent adjusting firms employ adjusters, appraisers, examiners, and
investigatorsto deal with the challengesthey face, such ashandling
claims, interpreting and explaining policies or regulations, and re-
solving billing disputes.

Within insurance companies, claims representatives investigate
claims, negotiate settlements, and authorize paymentsto claimants.
When apolicyholder filesaclaim for property damage or ahospital
stay, for example, a claim representative must initially determine
whether the customer’s insurance policy covers the loss and the
amount of the loss covered. They then must determine the amount
to pay the claimant.

In life and health insurance companies, claim representatives
typically are called claims examiners. Claims examiners usualy
specialize in group or individual insurance plans and in hospital,
dental, or prescription drug claims. Examiners review health-re-
lated claims to see if the costs are reasonable based on the diagno-
sis. They check with guidesthat provideinformation onthe average
period of disability for various causes, expected treatments, and
average hospital stay. Examinerswill then either authorize the ap-
propriate payment or refer the claim to an investigator for a more
thorough review.

Claims examiners working in life insurance review the causes
of death, particularly in the case of an accident, as most life insur-
ance companies pay additional benefits if the death is due to an
accident. Claims examiners also may review new applications for
lifeinsurance to make sure applicants have no seriousillnesses that
would prevent them from qualifying for insurance.

In property and casualty insurance, claims adjusters handle mi-
nor claimsfiled by automobile or homeowner policyholders. These
workers contact claimants by telephone or mail to obtain informa-
tion on repair costs, medical expenses, or other detailsthe company
requires. Many companiescentralize thisoperation through aclaims
center, where the cost of repair is determined and a check isissued
immediately. More complex cases, usually involving bodily injury,
arereferred to senior adjusters. Some adjusters work with multiple
types of insurance; however, most specializein homeowner claims,
business losses, automotive damage, product liability, or workers
compensation.

Some clients may choose to hire a public adjuster. They per-
form the same services as adjusters who work directly for compa-
nies. Public adjusters assist clients in preparing and presenting

claims to insurance companies and try to negotiate a fair settle-
ment. They work in the best interests of the client, rather than the
insurance company.

Claims adjusters primarily plan and schedul e the work required
to process a claim. They investigate claims by interviewing the
claimant and witnesses, consulting police and hospital records, and
inspecting property damage to determine the extent of the company’s
liability. Claims adjusters and examiners may also consult with
other professionals, who can offer a more expert evaluation of a
claim. Some of these professionalsinclude accountants, architects,
construction workers, engineers, lawyers, and physicians. Thein-
formation gathered, including photographs and written or taped
statements, is included in a report that is then used to evaluate a
claim. When the policyholder’s claim is legitimate, the claims
adjuster negotiates with the claimant and settles the claim. When
claimsare contested, adjusters may testify in court and refer claims
to an investigator.

Auto damage appraisers usually are hired by insurance compa-
nies and independent adjusting firms to inspect auto damage after
an accident and provide repair cost estimates. Auto damage ap-
praisers are valued by insurance companies because they can pro-
vide an unbiased judgment of repair costs. Otherwise, the companies
would have to rely on auto mechanic estimates, which might be
unreasonably high.

Many claims adjusters and auto damage appraisers are equi pped
with laptop computers, from which they can download the neces-
sary forms and files from insurance company databases. Many ad-
justersand appraisersare equipped with digital cameras, whichallow
photographs of the damageto be sent to the company viathe Internet
or satellite. There also are new software programs that can give
estimates of damage based on the information input directly into
the computer. These new technologies allow for faster and more
efficient processing of claims.

Many insurance compani es are emphasizing better customer ser-
vice. Oneway they areachievingthisisby offering accessto claims
servicesat any time. Most larger companiesusecall centers, staffed
with customer service representatives. (See the statements on cus-
tomer service representatives and insurance sales agents elsewhere
in the Handbook.) These workers obtain information from policy-
holders regarding claims resulting from fire damage, persona in-
jury or illness, or an automobile accident, for example. They
primarily are responsible for getting the necessary information on a
claim, such as specific details of an accident. Oncetheinformation
is entered, the customer service representative forwards the claim
to aclaimsadjuster or examiner. Thisallowsthe adjustersor exam-
iners to concentrate on investigating the claim. However, claims
adjusters and examiners working for small insurance companies
may still answer phonesand take claimsinformation, and then handle
the claims themselves.

When adjusters or examiners suspect acase might involvefraud,
they refer theclaimto aninvestigator. Insuranceinvestigatorswork
in an insurance company’s Specia Investigative Unit and handle
claims in which a company suspects there might be fraudulent or
criminal activity, such asarson cases, falseworkers' disability claims,
staged accidents, or unnecessary medical treatments. The severity
of insurance fraud cases can vary greatly, from claimants simply
overstating damage on a vehicle, to complicated fraud rings, often
involving many claimants, fraudulent doctorsand lawyers, and even
insurance personnel.

Investigators usually start with adatabase search to obtain back-
ground information on claimants and witnesses. Investigators can
access personal information and identify Social Security numbers,
aliases, driver license numbers, addresses, phone numbers, crimi-
nal records, and past claims histories to establish if a claimant has
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Claims adjusters, appraisers, examiners, and investigators gather
facts and ensure that clients' claims are paid promptly.

ever attempted insurancefraud. Then, investigatorsmay visit claim-
antsand witnessesto obtain arecorded statement; take photographs;
and inspect facilities, such asadoctor’s office, to determine whether
it hasaproper license. Investigators often consult with legal coun-
sel and can be expert witnesses in court cases.

Often, investigators also will perform surveillance work. For
example, in a case involving fraudulent workers' compensation
claims, an investigator may carry out long-term covert observation
of the subject. If the investigator observes the subject performing
an activity that contradictsinjuries stated in aworkers' compensa
tion claim, theinvestigator would take video or still photographsto
document the activity and report it to the insurance company.

Working Conditions
Working environments of claims adjusters, appraisers, examiners,
and investigators vary greatly. Most claims examinersworking for
lifeand health insurance companieswork astandard 5-day, 40-hour
week and work in atypical office environment. Claims adjusters
and auto damage appraisers, on the other hand, often work outside
the office, inspecting damaged buildings and automobiles.
Damaged buildings provide potential hazards such as collapsed
roofs and floors and weakened structures of which adjusters must
bewary. Occasionally, experienced adjusters are away from home
for days when they travel to the scene of a disaster—such as ator-
nado, hurricane, or flood—to work with local adjusters and gov-
ernment officials. Some adjustersare on emergency call inthe case
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of such incidents. In general, adjusters are able to arrange their
work schedul e to accommodate evening and weekend appointments
with clients. This accommodation may result in adjusters working
50 or 60 hours aweek. Some report to the office every morning to
get their assignmentswhile otherssimply call from home and spend
their daystraveling to claim sites. New technology, such as laptop
computers and cell phones, is making telecommuting easier for
claims adjusters and auto damage appraisers. Many adjusterswork
inside their office only afew hours aweek. Some adjusters’ busi-
ness is based entirely out of their home.

Insurance investigators often work irregular hours because of
the need to conduct surveillance and contact people who are not
available during normal working hours. Early morning, evening,
and weekend work iscommon. Some daysinvestigatorswill spend
al day in the office doing database searches and making phone
cals. Other times, they may be away doing surveillance or inter-
viewing witnesses. Some of the work can involve confrontation
with claimantsand othersinvolved in acase, so thejob can be stress-
ful and dangerous.

Employment

Claimsadjusters, apprai sers, examiners, and investigators held about
207,000 jobs in 2000. Of these, amost 13,000 were auto damage
insurance appraisers. Two percent of adjusters, appraisers, exam-
iners, and investigators were self-employed.

I nsurance companies employ the vast mgjority of claims adjust-
ers, appraisers, examiners, and investigators. |nsurance salesagents
and brokers and independent adjusting and claims processing firms
employ them as well.

Training, Other Qualifications, and Advancement

Training and entry requirements vary widely for claims adjusters,
appraisers, examiners, and investigators. However, most compa:
nies prefer to hire college graduates. No specific college major is
recommended. A claims adjuster, though, who hasabusinessor an
accounting background might specialize in claims of financial loss
due to strikes, equipment breakdowns, or merchandise damage.
College training in architecture or engineering is helpful in adjust-
ing industrial claims, such as damage from fires and other acci-
dents. Some claims adjusters and examiners who are professionals
intheir field might decide to usetheir expertise to adjust claims. A
legal background can be beneficial to someone handling workers
compensation and product liability cases. A medical backgroundis
useful for those examiners working on medical and life insurance
claims.

Because they often work closely with claimants, witnesses, and
other insurance professionals, claims adjusters and examiners must
be ableto communicate effectively with others. Knowledge of com-
puter applications also is extremely important. Some companies
require applicants to pass a series of written aptitude tests designed
to measure communication, analytical, and general mathematical
skills. About one-third of the States requireindependent, or public,
adjusters to be licensed. Applicants in these States usually must
comply with one or more of the following: Pass a licensing exami-
nation covering thefundamental s of adjusting; complete an approved
course in insurance or loss adjusting; furnish character references,
be at least 20 or 21 years of age and aresident of the State; and file
asurety bond. Claimsadjustersworking for companiesusually can
work under the company license and do not need to become li-
censed themselves.

It is very important for claims adjusters and examiners to re-
ceive continuing education in claims. There frequently are new
Federal and State laws and court decisions that affect how claims
are handled or who is covered by insurance policies. Also, claims



examiners working on life and health claims must be familiar with
new medical procedures and prescription drugs. Some States that
require adjusters to be licensed also require a certain number of
continuing education (CE) credits per year in order to renew the
license. These credits can be obtained from a number of sources.
Many companies offer training sessions to inform their employees
of industry changes. Many schools and adjuster associations offer
courses and seminars in various claims topics. Correspondence
coursesviathe Internet are making long-distance learning possible.
Adjusters aso can earn CE credits by writing articles for clams
publications or giving lectures and presentations.

Many adjusters and examiners choose to pursue certain certifi-
cations and designations to distinguish themselves. The Insurance
Ingtitute of America offers an Associate in Claims (AIC) designa-
tion upon successful completion of four essay examinations. Ad-
justers can prepare for the examination through independent home
study or company and public classes. The Institute also offers a
certificate upon successful completion of the Introduction to Claims
program and an examination. The Registered Professional Adjust-
ers, Inc., offers the Registered Professional Adjuster (RPA) desig-
nation. For public, adjusters specifically, The National Association
of Public Insurance Adjusters offers both the Certified Professional
Public Adjuster (CPPA) and Senior Professional Public Adjuster
(SPPA) designations. For claims examinersin the life and health
insurance industries, the International Claim Association offersthe
Associate, Life and Health Claims (ALHC) and the Fellow, Life
and Health Claims (FLHC). Most designationsrequire at least 5to
10 years experiencein the claimsfield, passing examinations, and
earning a certain number of CE credits ayear.

Auto damage appraiserstypically begin as auto-body repair work-
ers, and then get hired by insurance companies or independent ad-
justing firms. While auto-body workers do not require a college
education, most companiesrequire at least abachelor’sdegree. Only
four States require auto damage appraisers to be licensed. Like
adjusters and examiners, continuing education is very important
because of theintroduction of new car modelsand repair techniques.
The Independent Automotive Damage A pprai sers Association pro-
vides seminars and training sessions in different aspects of auto
damage appraising.

Most insurance companies prefer to hire former law enforce-
ment officers or private investigators as insurance investigators.
Many experienced claims adjusters or examiners also can become
investigators. Licensing requirements vary among States. Most
employers look for individuals with ingenuity who are persistent
and assertive. Investigators must not be afraid of confrontation,
should communicate well, and should be ableto think on their feet.
Good interviewing and interrogation skills also are important and
usually are acquired in earlier careersin law enforcement.

Beginning claims adjusters, appraisers, examiners, and investi-
gators work on small claims under the supervision of an experi-
enced worker. As they learn more about claims investigation and
settlement, they are assigned larger, more complex claims. Train-
ees are promoted as they demonstrate competence in handling as-
signments and progress in their coursework. Employees who
demonstrate competencein claimswork or administrative skills may
be promoted to claimsapprover or claimsmanager. Similarly, claims
investigators may rise to supervisor or manager of the investiga-
tions department. Once they achieve a certain level of expertise,
many choose to start their own independent adjusting or auto dam-
age appraising firms.

Job Outlook
Employment of claims adjusters, appraisers, examiners, and inves-
tigators is expected to grow about as fast as the average for all

occupations over the 2000-10 period. Opportunities will be
best in the areas of property and casualty insurance, and health
insurance. Many job openings also will result from the need to
replace workerswho transfer to other occupations or leave the labor
force.

Many insurance carriers are downsizing their claims staff in
an effort to contain costs. Larger companies are relying more on
customer service representatives in call centers to handle the re-
cording of the necessary details of the claim, allowing adjusters
to spend more of their time investigating claims. New technol-
ogy also isreducing the amount of timeit takes for an adjuster to
complete a claim, therefore increasing the number of claims one
adjuster can handle. However, so long as insurance policies are
being sold, there will be aneed for adjusters, appraisers, examin-
ers, and investigators. Despite recent gains in productivity re-
sulting from technological advances, these jobs are not easily
automated.

Adjusters still are needed to contact policyholders, inspect dam-
aged property, and consult with experts. The greatest demand for
adjusters will be in the property and casualty field, as well asin
healthinsurance. Anincreaseinthe number of auto and homeowners
policies sold eventually will result in more claims. AsFederal and
State laws require health insurers to accept more applicants for in-
surance coverage, the number of policies sold will increase. And
as the population ages, there will be a greater need for health care,
resulting in more claims.

Demand for insurance investigators should grow along with the
number of claimsin litigation and the number and complexity of
insurance fraud cases. Competition for investigator jobs will re-
main keen, however, because this occupation attracts many quali-
fied people, including retirees from law enforcement and military
careers. Many claims adjusters and examiners also choose to get
their investigator license.

Likethat of claims adjusters, examiners, and investigators, em-
ployment of auto damage appraisers should grow about as fast as
the average for all occupations. Insurance companies and agents
are selling more auto insurance policies, which eventually will lead
to more claims being filed that will require the attention of an auto
damage appraiser. Thisoccupationisnot easily automated, because
most appraisal jobs require an onsite inspection. However, em-
ployment growth will be limited by industry downsizing and the
implementation of new technology that is making auto damage ap-
praisers more efficient.

Earnings

Earnings of claimsadjusters, examiners, and investigatorsvary sig-
nificantly. Median annual earnings were $41,080 in 2000. The
middle 50 percent earned between $31,960 and $54,300. Thelow-
est 10 percent earned less than $25,860, and the highest 10 percent
earned more than $68,130. I1n 2000, median annual earningsin the
industries employing the largest number of claims adjusters, exam-
iners, and investigators were:

Fire, marine, and casualty inSUranCe. .........c.cceeevrerueeseneeesesennns
SEALE JOVEINIMENT ...ttt
LifeinSuranCe ......ocoveveviecie e

Insurance agents, brokers, and service
Medical service and health insurance ...........ccccoeeveeeceececeenenen,

Claims adjusters and appraisers working for insurance compa-
niestend to earn slightly higher average earnings than independent
adjusters because they have a steady income.
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Many claims ad-
justers receive additional bonuses or benefits as part of their job.
Adjusters often are furnished a laptop computer, a cellular tele-
phone, and a company car or are reimbursed for use of their own
vehicle for business purposes.

Median annual earnings of insurance appraisers, auto damage,
were $40,000 in 2000. The middle 50 percent earned between
$31,900 and $49,170. The lowest 10 percent earned less than
$25,030, and the highest 10 percent earned more than $56,330. In
2000, median annual earningsin the industries employing the larg-
est number of insurance appraisers, auto damage were:

Fire, marine, and casualty inSUranCe. .........c.coeeevereereveneeerienenne $43,090
Insurance agents, brokers, and SErviCe ..........coocereeeerererereeeseene 35,850

Related Occupations

Insurance adjusters and examiners must determine the validity of
aclaim and negotiate a settlement. They also are responsible for
determining how much to reimburse the client. Similar occupa-
tionsinclude cost estimators, bill and account collectors, medical
records and health information technicians, billing and posting
clerks, and bookkeeping, accounting, and auditing clerks.

When determining the validity of aclaim, insurance adjusters
must inspect the damage in order to assess the magnitude of the
loss. Workers who perform similar duties include fire inspectors
and investigators, and construction and building inspectors.

Insurance investigators detect and investigate fraudulent claims
and crimina activity. Their work issimilar to that of detective and
criminal investigators and of private detectives and investigators.

Like automotive body and related repairers and automotive ser-
vice technicians and mechanics, auto damage appraisers must be
familiar with the structure and functions of different automobiles
and parts.

Other insurance-related occupations include insurance sales
agents and insurance underwriters.

Sour ces of Additional Information

General information about a career as a claims adjuster, apprais-
er, examiner, or investigator is available from the home offices
of many life, health, and property and casualty insurance
companies.

Information about licensing requirements for claim adjusters
may be obtained from the department of insurance in each
State.

For information about the Associate in Claims (AIC) designa-
tion, or the Introduction to Claims program, contact:
> Insurance Institute of America, 720 Providence Rd., PO. Box 3016,
Malvern, PA 19355-0716. Internet: http://www.aicpcu.org

For information on the Certified Professional Public Adjuster
(CPPA) and the Senior Professional Public Adjuster (SPPA) pro-
grams, contact;
> National Association of Public Insurance Adjusters, 112-J Elden St.,
Herndon, VA 20170. Internet: http://www.napia.com

For information on the Registered Professional Adjuster (RPA)
designation, contact:
> Registered Professiona Adjusters, Inc., PO. Box 3239, Napa, CA 94558.
Internet: http://www.r pa-adjuster.com

For information on the Associate, Life and Health Claims
(ALHC) and the Fellow, Lifeand Health Claims (FLHC) programs,
contact:
> International Claim Association, 1255 23rd St. NW., Washington, DC
20037. Internet: http://www.claim.org
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Information on careers in auto damage appraising can be ob-
tained from:
> Independent Automotive Damage Apprai sers Association, PO. Box 1166,
Nixa, MO 65714. Internet: http://www.iada.org
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Computer and Information Systems

Managers
(O*NET 11-3021.00)

Significant Points
* Projected job growth stems primarily from rapid
growth among computer-related occupations.

e Employers prefer managers with advanced technical
knowledge acquired through computer-related work
experience and formal education.

e Job opportunities should be best for applicants with a
master’s degree in business administration with
technology as a core component.

Nature of the Work

The need for organizations to incorporate existing and future tech-
nologies in order to remain competitive has become a more press-
ing issue over the last several years. As electronic commerce
becomes more common, how and when companies use technol ogy
are critical issues. Computer and information systems managers
play a vital role in the technological direction of their organiza-
tions. They do everything from constructing the business plan to
overseeing network and Internet operations.

Computer and information systems managers plan, coordinate,
and direct research and design the computer-related activities of
firms. They determine technical goals in consultation with top
management, and make detailed plans for the accomplishment of
these goals. For example, working with their staff, they may de-
velop the overall concepts of a new product or identify computer-
related problems standing in the way of project completion.

Computer and information systems managers direct the work of
systems analysts, computer programmers, support specialists, and
other computer-related workers. These managers plan and coordi-
nate activities such as the installation and upgrading of hardware
and software, programming and systems design, the development of
computer networks, and theimplementation of Internet and intranet
sites. They are increasingly involved with the upkeep and mainte-
nance of networks. They anayzethe computer and information needs
of their organi zation and determine personnel and equipment require-
ments. They assign and review the work of their subordinates, and
stay abreast of the latest technology in order to purchase necessary
equipment.

The duties of computer and information systems managers vary
with their specific titles. Chief technology officers, for example,
evaluate the newest and most innovative technologies and deter-
mine how these can help their organization. The chief technology
officer, who often reports to the organization’s chief information
officer, manages and planstechnical standardsand tendsto thedaily
information technology issues of their firm. (Chief information
officers are covered in a separate Handbook statement on top ex-
ecutives.) Because of the rapid pace of technological change, chief
technology officers must constantly be on the lookout for devel op-
ments that could benefit their organization. They are responsible
for demonstrating to a company how information technology can



Computer and information systems managers direct the technical
work of their staff.

be used as a competitive weapon that not only cuts costs, but also
increases revenue.

Management of information systems (MIS) directors manage
information systems and computing resources for entire organiza-
tions. They also work under the chief information officer and deal
directly with lower-level information technology employees. These
managersoverseeavariety of user servicessuch asan organization's
help desk, which employees can call with questions or problems.
MIS directors may also make hardware and software upgrade
recommendations based on their experience with an organization’s
technology.

Computer and information system managers need strong com-
munication skills. They coordinate the activities of their unit with
those of other units or organizations. They confer with top execu-
tives; financial, production, marketing, and other managers; and
contractors and equipment and materials suppliers.

Working Conditions

Computer and information systems managers spend most of their
time in an office. Most work at least 40 hours a week and may
have to work evenings and weekends to meet deadlines or solve
unexpected problems. Some computer and information systems
managers may experience considerable pressure in meeting tech-
nical goalswithin short timeframes or tight budgets. Asnetworks
continue to expand and more work is done remotely, computer and
information system managers have to communicate with and over-
see offsite employees using modems, laptops, e-mail, and the
Internet.

Like other workerswho sit continuously in front of akeyboard,
computer and information system managers are susceptible to eye-
strain, back discomfort, and hand and wrist problems such as car-
pal tunnel syndrome.

Employment

Computer and information systems managers held about 313,000
jobsin 2000. About 2 in 5 worksin servicesindustries, primarily
for firms providing computer and data processing services. Other
large employersincludeinsurance and financial servicesfirms, gov-
ernment agencies, and manufacturers.

Training, Other Qualifications, and Advancement
Strong technical knowledge is essential for computer and informa:
tion systems managers, who must understand and guide the work

of their subordinates, yet also explain thework in nontechnical terms
to senior management and potential customers. Therefore, these
management positions usually require work experience and formal
education similar to that of other computer occupations.

Many computer and information systems managers have experi-
ence as systems analysts; others may have experience as computer
support specialists, programmers, or other information technology
professionals. A bachelor’sdegreeisusually required for manage-
ment positions, athough employers often prefer a graduate degree,
especialy amaster’ sdegreein businessadministration (MBA) with
technology as a core component. This degree differs from atradi-
tional MBA inthat there is a heavy emphasis on information tech-
nology in addition to the standard business curriculum. This
becomes important because more computer and information sys-
tems managers make not only important technology decisions but
also important business decisions for their organizations. A few
computer and information systems managers may have only an as-
sociate degree, provided they have sufficient experience and were
able to learn additional skills on the job.

Computer and information systems managers need abroad range
of skills. In addition to technical skills, employers also seek man-
agers with strong business skills. Employers want managers who
have experience with the specific software or technology to be
used on the job, as well as a background in either consulting or
business management. The expansion of el ectronic commerce has
elevated theimportance of businessinsight, because many manag-
ers are called upon to make important business decisions. Man-
agers need a keen understanding of people, processes, and
customer’s needs.

Computer and information systems managers must possess
strong interpersonal, communication, and leadership skillsbecause
they arerequired to interact not only with their employees, but also
with people inside and outside their organization. They must also
possess great team skills to work on group projects and other col-
laborative efforts. Computer and information systems managers
increasingly interact with persons outside their organization, re-
flecting their emerging role as vital parts of their firm's executive
team.

Computer and information systems managers may advance to
progressively higher leadership positionsin their field. Some may
become managers in nontechnical areas such as marketing, human
resources, or sales. In hightechnology firms, managersin nontech-
nical areas often must possess the same specialized knowledge as
do managersin technical areas.

Job Outlook

Employment of computer and information systems managersis ex-
pected to increase much faster than the average for all occupations
through the year 2010. Technologica advancements will increase
the employment of computer-related workers; as a result, the de-
mand for managers to direct these workers also will increase. In
addition, job openings will result from the need to replace manag-
ers who retire or move into other occupations. Opportunities for
obtaining a management position will be best for workers possess-
ing an MBA with technology as a core component, advanced tech-
nical knowledge, and strong communication and administrative
skills.

Rapid growth in employment can be attributed to the explosion
ininformation technology and the fast-paced expansion of the com-
puter and data processing servicesindustry. Inorder to remain com-
petitive, firms will continue to install sophisticated computer
networks and set up more complex Internet and intranet sites. Keep-
ing a computer network running smoothly is essential to amost
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every organization. Firms will be more willing to hire managers
who can accomplish that.

The security of computer networks will continue to increasein
importance as more businessis conducted over the Internet. Orga-
nizations need to understand how their systems are vulnerable and
how to protect their infrastructure and Internet sites from hackers,
viruses, and other acts of cyber-terrorism. As aresult, there will
be a high demand for managers proficient in computer security
issues.

Due to the explosive growth of electronic commerce and the
ability of the Internet to create new relationships with customers,
the role of computer and information systems managers will con-
tinue to evolve in the future. They will continue to become more
vital to their companies and the environments in which they work.
The expansion of e-commerce will spur the need for computer and
information systems managers with both business savvy and tech-
nical proficiency.

Opportunities for those who wish to become computer and in-
formation systems managers should be closely related to the growth
of the occupations they supervise and the industries in which they
are found. (See the statements on computer programmers, com-
puter software engineers; computer support specialistsand systems
administrators; and systems analysts, computer scientists, and data-
base administrators elsewhere in the Handbook.)

Earnings

Earnings for computer and information systems managers vary by
speciaty and level of responsibility. Median annua earnings of
these managersin 2000 were $78,830. The middle 50 percent earned
between $59,640 and $100,820. The lowest 10 percent earned less
than $44,090, and the highest 10 percent earned more than $127,460.
Median annual earningsin theindustries employing thelargest num-
bers of computer and information systems managers in 2000 were:

Professional and commercia equipment $92,270
Computer and data processing Services ............. 88,410
Commercial banks ........ccocevevieveeeieecee e, 82,490
Management and public relations ...................... 73,930
Colleges and UNIVErSITIES .......cccceeeeererieeresee e seseee e saenens 64,460

According to Robert Half International Consulting, average start-
ing salariesin 2001 for high-level information technology manag-
ers ranged from $92,250 to $152,500. According to a2001 survey
by the National Association of Colleges and Employers, starting
salary offersfor those with an MBA, atechnica undergraduate de-
gree, and 1 year or less of experience averaged $61,196; for those
with a master’s degree in management information systems/busi-
ness data processing, $57,225.

In addition, computer and information systems managers, espe-
cialy those at higher levels, often receive more benefits—such as
expense accounts, stock option plans, and bonuses—than do non-
managerial workersin their organizations.

Related Occupations

Thework of computer and information systems managersisclosely
related to that of computer programmers, computer software engi-
neers; systemsanalysts, computer scientists, and database adminis-
trators, and computer support specialistsand systemsadministrators.
Computer and information systems managers also have some high-
level responsibilities similar to those of top executives.

Sources of Additional Information

For information about a career as a computer and information sys-
tems manager, contact the sources of additional information for the
various computer occupations discussed el sawhere in the Handbook.
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Construction Managers

(O*NET 11-9021.00)

Significant Points

e Construction managers must be available—often 24
hours a day—to deal with delays, bad weather, or
emergencies at the jobsite.

e Employers prefer individuals who combine
construction industry work experience with a
bachelor’s degree in construction science, construction
management, or civil engineering.

e Excellent opportunities are expected for qualified
managers.

e Employment can be sensitive to the short-term nature
of many construction projects and cyclical fluctuations
in construction activity.

Nature of the Work

Construction managers plan and direct construction projects. They
may have job titles such as constructor, construction superinten-
dent, general superintendent, project engineer, project manager,
general construction manager, or executive construction manager.
Construction managers may be owners or salaried employees of a
construction management or contracting firm, or may work under
contract or as a salaried employee of the owner, devel oper, contrac-
tor, or management firm overseeing the construction project. The
Handbook uses the term “ construction manager” to describe sala-
ried or self-employed managers who oversee construction supervi-
sors and workers.

In contrast with the Handbook definition, “construction man-
ager” is defined more narrowly within the construction industry to
denote a management firm, or an individual employed by such a
firm, involved in managerial oversight of a construction project.
Under this definition, construction managers usually represent the
owner or developer with other participants throughout the project.
Although they usually play no direct role in the actual construction
of astructure, they typically schedule and coordinate all design and
construction processes, including the selection, hiring, and over-
sight of specialty trade contractors.

Managers who work in the construction industry, such as gen-
eral managers, project engineers, and others, increasingly arecalled
constructors. Through education and past work experience, this
broad group of managers manages, coordinates, and supervisesthe
construction processfrom the conceptual development stagethrough
final construction on atimely and economical basis. Given designs
for buildings, roads, bridges, or other projects, constructors over-
see the organization, scheduling, and implementation of the project
to execute those designs. They are responsible for coordinating
and managing people, materials, and equipment; budgets, sched-
ules, and contracts; and safety of employees and the general public.

On large projects, construction managers may work for a gen-
eral contractor—the firm with overall responsibility for all activi-
ties. There, they oversee the completion of all construction in
accordance with the engineer’s and architect’s drawings and speci-
fications and prevailing building codes. They arrange for trade
contractorsto perform specialized craftwork or other specified con-
struction work. On small projects, such as remodeling a home, a
self-employed construction manager or skilled trades worker who
directs and oversees employees often isreferred to as the construc-
tion “contractor.”



Construction managers direct and monitor the progress of
construction activities.

Large construction projects, such as an office building or indus-
trial complex, aretoo complicated for one person to manage. These
projects are divided into many segments: Site preparation, includ-
ing land clearing and earth moving; sewage systems; landscaping
and road construction; building construction, including excavation
and laying foundations, erection of structural framework, floors,
walls, and roofs; and building systems, including fire-protection,
electrical, plumbing, air-conditioning, and heating. Construction
managers may bein charge of one or more of these activities. Con-
struction managers often team with workers in other occupations,
such as engineers and architects.

Construction managers evaluate various construction methods
and determine the most cost-effective plan and schedule. They de-
termine the appropriate construction methods and schedule all re-
quired construction site activities into logical, specific steps,
budgeting the time required to meet established deadlines. This
may require sophisticated estimating and scheduling techniquesand
use of computers with specialized software. (See the statement on
cost estimators el sewherein the Handbook.) Thisalso involvesthe
selection and coordination of trade contractors hired to complete
specific piecesof the project—which could include everything from
structural metalworking and plumbing to painting and carpet in-
stallation. Construction managers determinethelabor requirements
and, in some cases, supervise or monitor the hiring and dismissal of
workers. They overseethe performance of all trade contractors and
areresponsiblefor ensuring that all work iscompleted on schedule.

Construction managers direct and monitor the progress of con-
struction activities, at times through other construction supervisors.
They overseethe delivery and use of materials, tools, and equipment;
and the quality of construction, worker productivity, and safety. They
are responsible for obtaining all necessary permits and licenses and,
depending upon the contractua arrangements, direct or monitor com-
pliance with building and safety codes and other regulations. They
may have severa subordinates, such as assistant managers or super-
intendents, field engineers, or crew supervisors, reporting to them.

Construction managers regularly review engineering and archi-
tectural drawings and specifications to monitor progress and ensure
compliance with plans and schedules. They track and control con-
struction costs against the project budget to avoid cost overruns. Based
upon direct observation and reports by subordinate supervisors, man-
agers may prepare daily reports of progress and requirementsfor la
bor, material, machinery, and equipment at the construction site. They
meet regularly with owners, trade contractors, architects, and others
to monitor and coordinate al phases of the construction project.

Working Conditions

Construction managers work out of a main office from which the
overal construction project is monitored, or out of afield office at
the construction site. Management decisions regarding daily con-
struction activitiesgenerally are made at thejobsite. Managers usu-
ally travel when the construction site is in another State or when
they areresponsiblefor activitiesat two or more sites. Management
of overseas construction projectsusually entailstemporary residence
in another country.

Construction managers may be*on call”—often 24 hoursaday—
to deal with delays, bad weather, or emergencies at the site. Most
work morethan astandard 40-hour week because construction may
proceed around-the-clock. They may haveto work thistypeof sched-
ule for days, even weeks, to meet specia project deadlines, espe-
cidly if there are delays.

Although the work usually is not considered inherently danger-
ous, construction managers must be careful while touring construc-
tion sites. Managers must establish priorities and assign duties.
They need to observe job conditions and be alert to changes and
potential problems, particularly thoseinvolving safety on thejobsite
and adherence to regulations.

Employment

Construction managers held about 308,000 jobs in 2000. Around
75,000 were self-employed. About 59 percent of construction man-
agers were employed in the construction industry, about 24 percent
by specialty trade contractors—for example, plumbing, heating and
air-conditioning, and electrical contractors—and about 28 percent
by general building contractors. Engineering, architectural, and con-
struction management services firms, aswell aslocal governments,
educational institutions, and real estate devel opers employed others.

Training, Other Qualifications, and Advancement

Personsinterested in becoming a construction manager need asolid
background in building science, business, and management, aswell
as related work experience within the construction industry. They
need to understand contracts, plans, and specifications, and to be
knowledgeable about construction methods, materials, and regula-
tions. Familiarity with computers and software programs for job
costing, scheduling, and estimating also is important.

Traditionally, persons advance to construction management po-
sitions after having substantial experience as construction
craftworkers—carpenters, masons, plumbers, or electricians, for ex-
ample—or after having worked as construction supervisors or as
ownersof independent specialty contracting firms overseeing work-
ersin one or more construction trades. However, employers—par-
ticularly large construction firms—increasingly prefer individuas
who combineindustry work experience with abachelor’sdegreein
construction science, construction management, or civil engineer-
ing. Practical industry experience alsoisvery important, whether it
is acquired through internships, cooperative education programs,
or work experience in the industry.

Construction managers should be flexible and work effectively
in afast-paced environment. They should be decisive and work well
under pressure, particularly when faced with unexpected occurrences
or delays. The ahility to coordinate several major activities at once,
while analyzing and resolving specific problems, is essentia, asis
an understanding of engineering, architectural, and other construc-
tion drawings. Good ora and written communication skillsalso are
important, as are leadership skills. Managers must be able to estab-
lish agood working relationship with many different people, includ-
ing owners, other managers, designers, supervisors, and craftworkers.

Advancement opportunities for construction managers vary
depending upon an individual’s performance and the size and
type of company for which they work. Within large firms, managers
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may eventually become top-level managers or executives. Highly
experienced individualsmay becomeindependent consultants; some
serve asexpert witnessesin court or asarbitratorsin disputes. Those
with the required capital may establish their own construction man-
agement services, specialty contracting, or general contracting firm.

In 2000, more than 100 colleges and universities offered 4-year
degree programs in construction management or construction sci-
ence. These programsinclude coursesin project control and devel-
opment, site planning, design, construction methods, construction
materials, value analysis, cost estimating, scheduling, contract ad-
mini stration, accounting, business and financial management, build-
ing codes and standards, inspection procedures, engineering and
architectural sciences, mathematics, statistics, and information tech-
nology. Graduates from 4-year degree programs usually are hired
asassistantsto project managers, field engineers, schedulers, or cost
estimators. An increasing number of graduatesin related fields—
engineering or architecture, for example—also enter construction
management, often after having had substantial experience on con-
struction projects or after completing graduate studies in construc-
tion management or building science.

Around 20 colleges and universities offer amaster’s degree pro-
gramin construction management or construction science. Master’s
degree recipients, especially those with work experience in con-
struction, typically become construction managersin very large con-
struction or construction management companies. Often, individuals
who hold a bachelor’s degree in an unrelated field seek a master’s
degree in order to work in the construction industry. Some con-
struction managers obtain a master’s degree in business adminis-
tration or finance to further their career prospects. Doctoral degree
recipients usually become college professors or conduct research.

Many individuals also attend training and educational programs
sponsored by industry associations, often in collaboration with post-
secondary ingtitutions. A number of 2-year collegesthroughout the
country offer construction management or construction technology
programs.

Both the American Institute of Constructors (AIC) and the Con-
struction Management Association of America (CMAA) have es-
tablished voluntary certification programsfor construction managers.
Requirements combine written examinations with verification of
professional experience. AIC awards the Associate Constructor
(AC) and Certified Professional Constructor (CPC) designationsto
candidates who meet the requirements and pass appropriate con-
struction examinations. CMAA awards the Certified Construction
Manager (CCM) designation to practitionerswho meet therequire-
ments in a construction management firm and pass a technical ex-
amination. Applicants for the CMAA certification also must
complete a self-study course that covers a broad range of topics
central to construction management, including the professional role
of aconstruction manager, legal issues, and allocation of risk. Al-
though certification is not required to work in the construction in-
dustry, voluntary certification can be valuable because it provides
evidence of competence and experience.

Job Outlook
Excellent employment opportunities for construction managers are
expected through 2010 because the number of job openings arising
from job growth and replacement needs is expected to exceed the
number of qualified managers seeking to enter the occupation.
Because the construction industry often is seen as having dirty,
strenuous, and hazardous working conditions, even for managers,
many potential managers choose other types of careers.
Employment of construction managers is expected to increase
about asfast asthe averagefor al occupationsthrough 2010, asthe
level and complexity of construction activity continues to grow.
Prospects in construction management, engineering and architec-
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tural services, and construction contracting firms should be best for
personswho have abachelor’s or higher degree in construction sci-
ence, construction management, or construction engineering, aswell
as practical experience working in construction. Employers prefer
applicants with previous construction work experience who can
combine a strong background in building technology with proven
supervisory or managerial skills. In addition to job growth, many
openings should result annually from the need to replace workers
who transfer to other occupations or leave the labor force.

Theincreasing complexity of construction projects should boost
demand for management-level personnel within the construction
industry, as sophisticated technology and the proliferation of laws
setting standards for buildings and construction materials, worker
safety, energy efficiency, and environmental protection have fur-
ther complicated the construction process. Advances in building
materials and construction methods; the need to replace much of
the Nation’s infrastructure; and the growing number of multipur-
pose buildings, electronically operated “smart” buildings, and en-
ergy-efficient structures will further add to the demand for more
construction managers. However, employment of construction
managers can be sensitive to the short-term nature of many projects
and to cyclical fluctuationsin construction activity.

Earnings

Earnings of salaried construction managers and self-employed in-
dependent construction contractors vary depending upon the size
and nature of the construction project, its geographic location, and
economic conditions. In addition to typical benefits, many salaried
construction managers receive benefits such as bonuses and use of
company motor vehicles.

Median annual earnings of construction managersin 2000 were
$58,250. The middle 50 percent earned between $44,710 and
$76,510. The lowest 10 percent earned less than $34,820, and the
highest 10 percent earned more than $102,860. Median annual earn-
ingsin theindustries employing the largest numbers of managersin
2000 were:

EIECtrical WOIK ......cooviiveiiiieececece et $60,300

Nonresidential building construction ......... 59,470
Plumbing, heating, and air-conditioning .... 58,500
Heavy construction, except highway ......... ... 57,280
Residential building construction ...........c.cceeevvererveenereseseenens 53,510

According to a 2001 salary survey by the National Association
of Colleges and Employers, candidates with abachelor’s degreein
construction science/management received job offers averaging
$40,740 ayear.

Related Occupations

Construction managers participate in the conceptual development
of a construction project and oversee its organization, scheduling,
and implementation. Occupations in which similar functions are
performed include architects, except landscape and naval; civil en-
gineers; cost estimators; landscape architects; and engineering and
natural sciences managers.

Sources of Information
For information about constructor certification, contact:
» American Ingtitute of Constructors, 466 94th Ave. North, St. Peters-
burg, FL 33702. Internet: http://www.aicnet.org
For information about construction management and construc-
tion manager certification, contact:
» Construction Management Association of America, 7918 Jones Branch
Dr., Suite 540, McL ean, VA 22102-3307. Internet: http://www.cmaanet.org
Information on accredited construction science and management
programs and accreditation requirements is available from:
» American Council for Construction Education, 1300 Hudson Lane, Suite
3, Monroe, LA 71201. Internet: http://www.acce-hg.org
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Cost Estimators

(O*NET 13-1051.00)

Significant Points

e Fifty percent work in the construction industry, and
another 20 percent are found in manufacturing
industries.

e  Growth of the construction industry will be the driving
force behind the demand for cost estimators;
employment of cost estimators in manufacturing
should remain relatively stable.

® |n construction and manufacturing, job prospects
should be best for those with industry work experience
and adegree in arelated field.

Nature of the Work

Accurately forecasting the cost of future projectsisvital to the sur-
vival of any business. Cost estimators develop the cost information
that business owners or managers need to make abid for a contract
or to determineif a proposed new product will be profitable. They
also determine which endeavors are making a profit.

Regardless of the industry in which they work, estimators com-
pile and analyze data on all the factors that can influence costs—
such as materials, labor, location, and special machinery
requirements, including computer hardware and software. Job du-
ties vary widely depending on the type and size of the project.

The methods of and motivations for estimating costs can vary
greatly, depending on the industry. On a construction project, for
example, the estimating process begins with the decision to submit
abid. After reviewing various preliminary drawings and specifica-
tions, the estimator visitsthe site of the proposed project. The esti-
mator needs to gather information on access to the site and
availability of eectricity, water, and other services, as well as on
surface topography and drainage. The information developed dur-
ing the site visit usually is recorded in a signed report that is in-
cluded in the final project estimate.

After the site visit is completed, the estimator determines the
quantity of materials and labor the firm will need to furnish. This
process, called the quantity survey or “takeoff,” involves complet-
ing standard estimating forms, filling in dimensions, number of units,
and other information. A cost estimator working for ageneral con-
tractor, for example, will estimate the costs of all itemsthe contrac-
tor must provide. Although subcontractorswill estimate their costs
as part of their own bidding process, the general contractor’s cost
estimator often analyzes bids made by subcontractorsaswell. Also
during the takeoff process, the estimator must make decisions con-
cerning equipment needs, sequence of operations, and crew size.
Allowancesfor the waste of materials, inclement weather, shipping
delays, and other factorsthat may increase costs al so must beincor-
porated in the estimate.

On completion of the quantity surveys, the estimator prepares a
total project-cost summary, including the costs of labor, equipment,
materias, subcontracts, overhead, taxes, insurance, markup, and any
other costs that may affect the project. The chief estimator then
prepares the bid proposal for submission to the owner.

Construction cost estimators also may be employed by the
project’s architect or owner to estimate costs or track actual costs
relative to bid specifications as the project develops. In large con-
struction companies employing more than one estimator, it is com-
mon practice for estimators to specialize. For example, one may

estimate only electrical work and another may concentrate on exca-
vation, concrete, and forms.

In manufacturing and other firms, cost estimators usualy are
assigned to the engineering, cost, or pricing departments. The
estimators' goal in manufacturing is to accurately estimate the
costs associated with making products. The job may begin when
management requests an estimate of the costs associated with amajor
redesign of an existing product or the development of a new prod-
uct or production process. When estimating the cost of developing
a new product, for example, the estimator works with engineers,
first reviewing blueprints or conceptual drawings to determine the
machining operations, tools, gauges, and materials that would be
required for the job. The estimator then prepares a parts list and
determines whether it is more efficient to produce or to purchase
the parts. To do this, the estimator must initiate inquiries for price
information from potential suppliers. The next step isto determine
the cost of manufacturing each component of the product. Some
high technology products require a tremendous amount of com-
puter programming during the design phase. The cost of software
development is one of the fastest growing and most difficult activi-
tiesto estimate. Some cost estimators now specialize in estimating
only computer software development and related costs.

The cost estimator then prepares time-phase charts and learning
curves. Time-phase chartsindicate the timerequired for tool design
and fabrication, tool “debugging”—finding and correcting all prob-
lems—manufacturing of parts, assembly, and testing. Learning
curvesgraphically represent therate at which performanceimproves
with practice. These curves are commonly called “cost reduction”
curves because many problems—such as engineering changes, re-
work, parts shortages, and lack of operator skills—diminish as the
number of parts produced increases, resulting in lower unit costs.

Using dl of this information, the estimator then calculates the
standard labor hours necessary to produce a predetermined number
of units. Standard labor hours are then converted to dollar values,
to which are added factors for waste, overhead, and profit to yield
the unit cost in dollars. The estimator then compares the cost of
purchasing parts with the firm's cost of manufacturing them to de-
termine which is cheaper.

Computers play an integral role in cost estimation because esti-
mating often involves complex mathematical caculationsand requires
advanced mathematical techniques. For example, to undertakeapara
metric analysis (a process used to estimate project costs on aper unit
basis, subject to the specific requirements of aproject), cost estima-
tors use a computer database containing information on costs and

Cost estimators compile and analyze data on all factors that can
influence the costs involved in a project.
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conditions of many other similar projects. Although computerscan-
not be used for the entire estimating process, they can relieve esti-
mators of much of the drudgery associated with routine, repetitive,
and time-consuming calculations. Computers also are used to pro-
duce all of the necessary documentation with the help of word-
processing and spreadsheet software, leaving estimators more time
to study and analyze projects.

Operations research, production control, cost, and price analysts
who work for government agencies also may do significant amounts
of cost estimating in the course of their regular duties. In addition,
theduties of construction managersal so may include estimating costs.
(For more information, see the statements on operations research
analysts and construction managers el sewhere in the Handbook.)

Working Conditions

Although estimators spend most of their timein an office, construc-
tion estimators must make visits to project worksites that can be
dusty, dirty, and occasionally hazardous. Likewise, estimatorsin
manufacturing must spend time on the factory floor where it al'so
can be noisy and dirty. In someindustries, frequent travel between
afirm’'sheadquarters and its subsidiaries or subcontractors also may
be required.

Although estimators normally work a40-hour week, overtimeis
common. Cost estimators often work under pressure and stress,
especially when facing bid deadlines. Inaccurate estimating can
cause afirmtolose out on abid or lose money on ajob that was not
accurately estimated.

Employment
Cost estimators held about 211,000 jobs in 2000, about 50 percent of
which were in the construction industry. Another 20 percent of cost
estimators were employed in manufacturing industries. Theremain-
der worked for engineering and architectural servicesfirmsand busi-
ness services firms, and throughout awide range of other industries.
Cost estimators work throughout the country, usually in or near
major industrial, commercial, and government centers, and in cities
and suburban areas undergoing rapid change or development.

Training, Other Qualifications, and Advancement

Entry requirementsfor cost estimatorsvary by industry. I1nthe con-
struction industry, employersincreasingly prefer individualswith a
degreein building construction, construction management, construc-
tion science, engineering, or architecture. However, most construc-
tion estimators also have considerable construction experience,
gained through work in the industry, internships, or cooperative
education programs. Applicants with a thorough knowledge of
construction materials, costs, and proceduresin areas ranging from
heavy construction to electrical work, plumbing systems, or ma-
sonry work have a competitive edge.

In manufacturing industries, employers prefer to hire individu-
als with a degree in engineering, physical science, operations re-
search, mathematics, or statistics; or in accounting, finance, business,
economics, or arelated subject. In most industries, great emphasis
is placed on experience involving quantitative techniques.

Cost estimators should have an aptitude for mathematics, be
ableto quickly analyze, compare, and interpret detailed and some-
times poorly defined information, and be able to make sound and
accurate judgments based on this knowledge. Assertiveness and
self-confidence in presenting and supporting their conclusions are
important, as are strong communications and interpersonal skills,
because estimators may work as part of a project team alongside
managers, owners, engineers, and design professionals. Cost esti-
mators also need knowledge of computers, including word-pro-
cessing and spreadsheet packages. In some instances, familiarity
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with special estimation software or programming skills also may
be required.

Regardless of their background, estimators receive much train-
ing on the job because every company hasits own way of handling
estimates. Working with an experienced estimator, they become
familiar with each step in the process. Those with no experience
reading construction specifications or blueprints first learn that as-
pect of the work. They then may accompany an experienced esti-
mator to the construction site or shop floor, where they observe the
work being done, take measurements, or perform other routine tasks.
Asthey become more knowledgeabl e, estimators|earn how to tabu-
late quantities and dimensions from drawings and how to select the
appropriate material prices.

For most estimators, advancement takes the form of higher pay
and prestige. Some moveinto management positions, such as project
manager for a construction firm or manager of the industrial engi-
neering department for a manufacturer. Others may go into busi-
ness for themselves as consultants, providing estimating services
for afee to government, construction, or manufacturing firms.

Many colleges and universities include cost estimating as part
of bachelor’s and associate degree curriculums in civil engineer-
ing, industrial engineering, and construction management or con-
struction engineering technology. In addition, cost estimating isa
significant part of many master’s degree programs in construction
science or construction management. Organizations representing
cost estimators, such as the Association for the Advancement of
Cost Engineers (AACE) International and the Society of Cost Esti-
mating and Analysis (SCEA), also sponsor educational and profes-
sional development programs. These programs help students,
estimators-in-training, and experienced estimators stay abreast of
changes affecting the profession. Specialized courses and programs
in cost-estimating techniques and procedures aso are offered by
many technical schools, community colleges, and universities.

Voluntary certification can be valuable to cost estimators be-
cause it provides professional recognition of the estimator’s com-
petence and experience. In some instances, individual employers
may even require professiona certification for employment. Both
AACE International and SCEA administer certification programs.
To become certified, estimators usually must have between 3and 7
years of estimating experience and must pass an examination. In
addition, certification requirements may include publication of at
least one article or paper in the field.

Job Outlook

Overall employment of cost estimatorsis expected to grow about as
fast as the average for al occupations through the year 2010. In
addition to openings created by growth, some job openings also
will arise from the need to replace workers who transfer to other
occupations or leave the labor force.

Growth of the construction industry, in which half of all cost
estimators are employed, will be the driving force behind the de-
mand for these workers. Construction and repair of highways and
streets, bridges, and construction of more subway systems, airports,
water and sewage systems, and el ectric power plants and transmis-
sion lines will stimulate demand for many more cost estimators.
The increasing population and its changing demographics that will
increase the demand for residential construction and remodeling
also will spur demand for cost estimators. As the popul ation ages,
the demand for nursing and extended care facilities will increase.
School construction and repair also will add to the demand for cost
estimators. Job prospects in construction should be best for cost
estimators with a degree in construction management or construc-
tion science, engineering, or architecture who have practical expe-
rience in various phases of construction or in aspecialty craft area.



Employment of cost estimators in manufacturing should remain
relatively stable as firms continue to use their services to identify
and control their operating costs. Experienced estimators with de-
greesin engineering, science, mathematics, businessadministration,
or economics should have the best job prospects in manufacturing.

Earnings

Salaries of cost estimators vary widely by experience, education,
size of firm, and industry. Median annual earnings of cost estima-
torsin 2000 were $45,800. The middle 50 percent earned between
$35,040 and $59,410. The lowest 10 percent earned less than
$27,710, and the highest 10 percent earned more than $75,460.
Median annual earningsin theindustries employing thelargest num-
bers of cost estimators in 2000 were:

Nonresidential building CONSIrUCEION ......cccccvvveeveerieiceeeeceee, $50,930
EICtrical WOIK ......ooviiiieiieieciece e 49,630
Plumbing, heating, and air-conditioning ...........cceceevveveeeerereenenn. 47,680
Residential building construction ..........ccccceeeevevereneceseseeseenes 46,360
Miscellaneous special trade contractors .........cccceeeevereereriereenenn. 45,740

College graduates with degrees in fields that provide a strong
background in cost estimating, such as engineering or construction
management, could start at a higher level. According to a 2001
salary survey by the National Association of Colleges and Employ-
ers, bachelor’s degree candidates with degrees in construction sci-
ence/management received job offersaveraging about $40,740 ayear.

Related Occupations

Other workers who quantitatively analyze information include ac-
countants and auditors; budget analysts; claims adjusters, apprais-
ers, examiners, and investigators; economistsand market and survey
researchers; financial analysts and personal financia advisors; in-
surance underwriters; loan counselors and officers; and operations
research analysts. In addition, the duties of industrial production
managers and construction managers a'so may involve analyzing
costs.

Sources of Additional Information

Information about career opportunities, certification, educational
programs, and cost-estimating techniques may be obtained from:
» Association for the Advancement of Cost Engineering International,
209 Prairie Ave., Suite 100, Morgantown, WV 26501. Internet:
http://www.aacei.or g

> Society of Cost Estimating and Analysis, 101 S. Whiting St., Suite 201,
Alexandria, VA 22304. Internet: http://www.er ols.com/scea
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Education Administrators

(O*NET 11-9031.00, 11-9032.00, 11-9033.00, 11-9039.99)

Significant Points

e Most jobs require experience in arelated occupation,
such as teacher or admissions counselor, and a
master’s or doctoral degree.

e Strong interpersonal and communication skills are
essential, because so much of an administrator’s job
involves working and collaborating with others.

e Job outlook is excellent, as a large proportion of
education administrators are expected to retire over the
next 10 years.

Natur e of the Work

Smooth operation of an educational institution requires competent
administrators. Education administrators provide direction, leader-
ship, and day-to-day management of educationd activitiesin schools,
preschoolsand daycare centers, collegesand universities, businesses,
correctional institutions, museums, and job training and commu-
nity service organizations. (College presidents and school superin-
tendentsare covered in the Handbook statement on general managers
and top executives.) Education administrators set educational stan-
dards and goals and establish the policies and procedures to carry
them out. They also supervise managers, support staff, teachers,
counselors, librarians, coaches, and others. They develop academic
programs; monitor students’ educational progress; train and moti-
vate teachers and other staff; manage guidance and other student
services; administer recordkeeping; prepare budgets; handle rela-
tionswith parents, prospective and current students, employers, and
the community; and perform many other duties. In an organization
such as a small daycare center, one administrator may handle all
these functions. In universities or large school systems, responsi-
bilities are divided among many administrators, each with a spe-
cific function.

Those who manage elementary and secondary schoolsarecalled
principals. They set the academic tone and hire, evaluate, and
help improve the skills of teachers and other staff. Principals
confer with staff to advise, explain, or answer procedural ques-
tions. They visit classrooms, observe teaching methods, review
instructional objectives, and examine learning materials. They
actively work with teachersto develop and maintain high curricu-
lum standards, develop mission statements, and set performance
goals and objectives. Principals must use clear, objective guide-
lines for teacher appraisals, because pay often is based on perfor-
mance ratings.

Principalsalso meet and interact with other administrators, stu-
dents, parents, and representatives of community organizations.
Decision-making authority has increasingly shifted from school
district central officestoindividual schools. Thus, parents, teach-
ers, and other members of the community play an important role
in setting school policies and goals. Principals must pay atten-
tion to the concerns of these groups when making administrative
decisions.

Principals prepare budgets and reports on various subjects, in-
cluding finances and attendance, and oversee the requisitioning and
allocation of supplies. As school budgets become tighter, many
principals are more involved in public relations and fundraising to
secure financial support for their schoolsfrom local businesses and
the community.

Principals must take an active role to ensure that students meet
national academic standards. Many principalsdevel op school/busi-
ness partnerships and school-to-work transition programs for stu-
dents. Increasingly, principals must be sensitive to the needs of
the rising number of non-English speaking and culturally diverse
students. Growing enrollments, which are leading to overcrowd-
ing at many existing schools, also are a cause for concern. When
addressing problems of inadequate resources, administrators serve
as advocates for the building of new schools or the repair of exist-
ing ones.

Schools continue to be involved with students' emotional wel-
fare aswell astheir academic achievement. Asaresult, principals
face responsibilities outside the academic realm. For example, in
response to the growing numbers of dual-income and single-par-
ent families and teenage parents, schools have established before-
and after-school child-care programs or family resource centers,
which also may offer parenting classes and social servicereferrals.
With the help of community organizations, some principals have
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established programs to combat increases in crime, drug and alco-
hol abuse, and sexually transmitted disease among students.

Assistant principals aid the principa in the overall administra-
tion of the school. Some assistant principals hold this position for
several years to prepare for advancement to principal; others are
career assistant principals. They areresponsiblefor scheduling stu-
dent classes, ordering textbooks and supplies, and coordinating trans-
portation, custodial, cafeteria, and other support services. They
usualy handle discipline, attendance, social and recreationa pro-
grams, and health and safety. They also may counsel students on
personal, educational, or vocational matters. With site-based man-
agement, assistant principals play agreater role in devel oping cur-
riculum, evaluating teachers, and dealing with school-community
relations—responsibilities previously assumed solely by the princi-
pal. The number of assistant principals aschool employs may vary
depending on the number of students.

Administrators in school district central offices manage public
schools under their jurisdiction. This group includes those who
direct subject area programs such as English, music, vocational
education, specia education, and mathematics. They plan, evalu-
ate, standardize, and improve curriculums and teaching techniques,
and help teachersimprove their skills and learn about new methods
and materials. They oversee career counseling programs, and test-
ing that measures students' abilities and helps place them in appro-
priate classes. Central office administrators also include directors
of programs such as guidance, school psychology, athletics, cur-
riculum and instruction, and professional development. With site-
based management, administrators have transferred primary
responsibility for many of these programs to the principals, assis-
tant principals, teachers, and other staff.

In colleges and universities, academic deans, deans of faculty,
provosts, and university deans assist presidents, make faculty ap-
pointments, develop budgets, and establish academic policies and
programs. They also direct and coordinate the activities of deans of
individual colleges and chairpersons of academic departments.
Fundraising also is becoming an essential part of their job.

College or university department heads or chairpersons are in
charge of departments such as English, biological science, or math-
ematics. Inaddition to teaching, they coordinate schedulesof classes
and teaching assignments; propose budgets; recruit, interview, and
hire applicants for teaching positions; evaluate faculty members;
encourage faculty development; sit on committees; and perform other
administrative duties. In overseeing their departments, chairper-
sons must consider and balance the concerns of faculty, administra-
tors, and students.

Higher education administrators also direct and coordinate the
provision of student services. Vice presidents of student affairs or
student life, deans of students, and directors of student services
may direct and coordinate admissions, foreign student services,
health and counseling services, career services, financia aid, and
housing and residential life, as well as social, recreational, and re-
lated programs. In small colleges, they may counsel students. In
larger collegesand universities, separate administrators may handle
each of these services. Registrarsare custodiansof students' records.
They register students, prepare student transcripts, eval uate academic
records, assess and collect tuition and fees, plan and implement
commencement, oversee the preparation of college catalogs and
schedules of classes, and analyze enrollment and demographic sta-
tistics. Directors of admissions manage the process of recruiting,
evaluating, and admitting students, and work closely with financial
aid directors, who oversee scholarship, fellowship, and loan pro-
grams. Registrars and admissions officers must adapt to techno-
logical innovations in student information systems. For example,
for those whose institutions present information—such as college
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Coordinating and interacting with faculty, parents, and students
can be fast-paced and stimulating for education administrators,
but also stressful.

catalogs and schedules—on the Internet, knowledge of on-line re-
sources, imaging, and other computer skillsisimportant. Athletic
directors plan and direct intramural and intercollegiate athletic ac-
tivities, seeing to publicity for athletic events, preparation of bud-
gets, and supervision of coaches. Other increasingly important
administrators direct fundraising, public relations, distance learn-
ing, and technology.

Working Conditions

Education administrators hold management positions with signifi-
cant responsibility. Most find working with students extremely re-
warding, but asthe responsibilities of administrators haveincreased
inrecent years, so hasthe stress. Coordinating and interacting with
faculty, parents, and students can be fast-paced and stimulating, but
also stressful and demanding. Principals and assistant principals,
whose main duty often is discipline, may find working with diffi-
cult students challenging and frustrating. And as the number of
school-age children rises in some States, having to deal with over-
crowding and thelack of teachers hasbecome amajor issuein many
jurisdictions.

Many education administratorswork more than 40 hours aweek,
including some nights and weekends during which they oversee
school activities. Most administratorswork 10 or 11 monthsayear,
but some work year round. Some jobs include travel.



Employment

Education administrators held about 453,000 jobs in 2000. About
9 out of 10 were in educational services, which includes el emen-
tary, secondary, and technical schools, and colleges and universi-
ties. The rest worked in child daycare centers, religious
organizations, job training centers, State departments of education,
and businesses and other organizations that provided training for
their employees.

Training, Other Qualifications, and Advancement

Most education administrators begin their careersin related occu-
pations, and prepare for ajob in education administration by com-
pleting a master’s or doctoral degree. Because of the diversity of
duties and levels of responsibility, their educational backgrounds
and experience vary considerably. Preschool directors, principals,
assistant principals, central office administrators, and academic
deans usually have held teaching positions before moving into ad-
ministration. Someteachersmovedirectly into principal positions;
othersfirst become assistant principals, or gain experiencein other
central office administrative jobs at either the school or district
level in positions such as department head, curriculum specialist,
or subject matter advisor. In some cases, administrators move up
from related staff jobs such as recruiter, guidance counselor,
librarian, residence hall director, or financial aid or admissions
counselor.

To be considered for education administrator positions, workers
must first prove themselvesin their current jobs. In evaluating can-
didates, supervisors look for determination, confidence,
innovativeness, motivation, and leadership. The ability to make
sound decisions and to organize and coordinate work efficiently is
essential. Because much of an administrator’s job involves inter-
acting with others—such as students, parents, and teachers— aper-
son in such a position must have strong interpersonal skills and be
an effective communicator and motivator. Knowledge of manage-
ment principles and practices, gained through work experience and
formal education, isimportant. A familiarity with computer tech-
nology is aplus for principals, who are becoming increasingly in-
volvedin gathering information and coordinating technical resources
for their students and classrooms.

In most public schools, principals, assistant principals, and school
administrators in central offices need a master’s degree in educa
tion administration or educational supervision. Some principals
and central office administrators have a doctorate or specialized
degree in education administration. In private schools, which are
not subject to State certification requirements, some principals and
assistant principas hold only a bachelor’s degree; however, the
majority have a master’s or doctoral degree. Most States require
principalsto belicensed as school administrators. Licenserequire-
mentsvary by State. National standards for school |eaders, includ-
ing principals and supervisors, were recently developed by the
Interstate School Leaders Licensure Consortium. Several States
currently use these national standards as guidelinesto assess begin-
ning principalsfor licensure, and many more States are expected to
adopt the standards for this purpose. Some States require adminis-
trators to take continuing education courses to keep their certifica-
tion, thusensuring that administrators have the most up-to-date skills.
The number and types of courses required to maintain certification
vary by State.

Academic deans and chairpersons usually have a doctorate in
their specialty. Most have held a professorship in their department
before advancing. Admissions, student affairs, and financial aid
directors and registrars sometimes start in related staff jobs with
bachelor’'s degrees—any field usually is acceptable—and obtain
advanced degrees in college student affairs, counseling, or higher

education administration. A Ph.D. or Ed.D. usually is necessary
for top student affairs positions. Computer literacy and a back-
ground in mathematics or statistics may be assets in admissions,
records, and financial work.

Advanced degrees in higher education administration, educa-
tional supervision, and college student affairs are offered in many
colleges and universities. The National Council for Accreditation
of Teacher Education accredits these programs. Education admin-
istration degree programs include courses in school management,
school law, school finance and budgeting, curriculum development
and evaluation, research design and data analysis, community rela
tions, politicsin education, counseling, and leadership. Educational
supervision degree programs include courses in supervision of in-
struction and curriculum, human rel ations, curriculum devel opment,
research, and advanced pedagogy courses.

Education administrators advance by moving up an administra-
tive ladder or transferring to larger schools or systems. They also
may become superintendents of school systems or presidents of
educational institutions.

Job Outlook

Employment of education administratorsis projected to grow about
as fast as the average for al occupations through 2010. However,
job opportunities will be excellent, as alarge proportion of educa-
tion administrators are expected to retire over the next 10 years.
Also, as education and training take on greater importance in
everyone's lives, the need for people to administer education pro-
gramswill grow.

Enrollments of school age children have a major impact on the
demand for education administrators. The Department of Educa-
tion projectsenrollment of preschool, elementary, and middle school
studentsto be stable over the next 10 years. |f mandatory preschool
becomes more widespread, however, more preschool directorswill
be needed. The numbers of secondary and postsecondary school
students are projected to grow more rapidly, creating more demand
for administrators at these levels. In addition, enrollments are ex-
pected to increase the fastest in the West and South, where the popu-
lation is growing, and to decline or remain stable in the Northeast
and the Midwest. School administratorsalso arein greater demand
in rural and urban areas, where pay is generally lower than in the
suburbs.

Principal s and assistant principal s should have the best job pros-
pects. A sharp increasein responsibilitiesin recent years has made
the job more stressful, and has discouraged teachers from taking
positions in administration. Principals are now being held more
accountable for the performance of students and teachers, while at
the same time they are required to adhere to a growing number of
government regulations. In addition, overcrowded classrooms,
safety issues, and the teacher shortage all are creating additional
pressures on principals and assistant principals. The increase in
pay is often not high enough to entice people into the field.

Job prospects aso are favorable for college and university ad-
ministrators, particularly those seeking nonacademic positions.
While competition for positions as academic deans and department
headsremainskeen, asfaculty strivefor these prestigiousjobs, there
is a shortage of applicants for nonacademic administrative jobs.
For example, positions as directors of admissions or student affairs
aredifficult to fill. Furthermore, the requirement for a master’s or
doctoral degree in education administration discourages many
people—who can earn higher salaries elsewhere—from entering
the profession.

Collegesand universitiesare also adding administratorsto handle
an increasing number of tasks. Directors of technology and dis-
tance learning are being added to handle these functions. The need

25



to keep tuition costs down is also creating agrowing need for direc-
tors of fundraising (also called development) and for public rela-
tions officials, whose mission is to boost community support and
raise money.

Earnings

Salaries of education administrators depend on several factors,
including the location and enrollment level in the school or school
district. According to a survey of public schools, conducted by
the Educational Research Service, average salaries for principals
and assistant principals in the 1999-2000 school year were as
follows:

Directors, managers, coordinators, and SUPervisors.................... $73,499
Principals:
Elementary SChool ........ccccooeiiiieicereeceee e $69,407
Jr. high/middie School ...........ccoeieiereececcee e 73,877
Senior high SChOOI ..o 79,839
Assistant principals:
Elementary SChool ........ccccooeiriicisereceee e $56,419
Jr. high/middie SChool ..o 60,842
Senior high SChOoOl .......cveveeiece e 64,811

In 2000-01, according to the College and University Professional
Association for Human Resources, median annual salaries for se-
lected administrators in higher education were as follows:

Academic deans:

1Y/ <lo (Lot T $272,200
180,150

146,938

101,082

96,906

ArtS and SCIENCES .....ccveiicieeiiciecie e 94,666
SOCIAl SCIENCES ....eecevietieetie sttt ettt s e st sa e e e sbee e 72,877
(Y= 101007 (o= 69,449

Other administrators:

(DL TS (00 (<0 | $67,000
Director, admissions and registrar ..........ccoceeeeeerervecerereennennes 58,241

Director, annual giving .......c.cccceeeeeene
Director, student activities

Benefits for education administrators are generally very good.
Many get 4 or 5 weeks vacation every year and have generous health
and pension packages. Many colleges and universities offer free
tuition to employees’ children.

Related Occupations

Education administrators apply organizational and |eadership skills
to provide services to individuals. Workersin related occupations
include administrative services managers; office and administra-
tive support worker supervisors and managers, human resource,
training, and labor relations managers and specialists; and archi-
vists, curators, and museum technicians. Education administrators
also work with students and have backgrounds similar to those of
counselors; librarians; instructional coordinators; teachers—pre-
schooal, kindergarten, elementary, middle, and secondary; and teach-
ers—postsecondary.

Sour ces of Additional Information
For information on elementary school principals, contact:
» The National Association of Elementary School Principals, 1615 Duke
St., Alexandria, VA 22314-3483. Internet: http://www.naesp.org

For information on collegiate registrars and admissions officers,
contact:
» American Association of Collegiate Registrars and Admissions Offic-
ers, One Dupont Circle NW., Suite 520, Washington, DC 20036-1171.
Internet: http://www.aacrao.org
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For information on professional development and graduate pro-
grams for college student affairs administrators, contact:
> NASPA, Student Affairs Administratorsin Higher Education, 1875 Con-
necticut Ave. NW., Washington, DC 20009. Internet: http://www.naspa.org

. ________________________________________________________|
Engineering and Natural Sciences

Managers

(O*NET 11-9041.00, 11-9121.00)

Significant Points

e Most engineering and natural sciences managers have
previous experience as engineers, scientists, or
mathematicians.

e Employers prefer managers with advanced technical
knowledge and strong communication and
administrative skills.

Nature of the Work

Engineering and natural sciences managers plan, coordinate, and
direct research, design, and production activities. They may super-
vise engineers, scientists, and technicians, along with support per-
sonnel.  These managers use advanced technical knowledge of
engineering and science to oversee a variety of activities. They
determine scientific and technical goals within broad outlines pro-
vided by top executives, who are discussed elsewhere in the Hand-
book. These goalsmay includeimproving manufacturing processes,
advancing scientific research, or redesigning aircraft. Managers
make detailed plans to accomplish these goals—for example, they
may develop the overall concepts of anew product or identify tech-
nical problems preventing the completion of a project.

To perform effectively, they also must possess knowledge of ad-
ministrative procedures, such asbudgeting, hiring, and supervision.
These managers propose budgets for projects and programs and
determine staff, training, and equipment purchases. They hire and
assign scientists, engineers, and support personnel to carry out spe-
cific parts of each project. They aso supervise the work of these
employees, review their output, and establish administrative proce-
dures and policies—including environmental standards, for example.

In addition, these managers use communication skillsextensively.
They spend a great deal of time coordinating the activities of their
unit with those of other units or organizations. They confer with
higher levels of management; with financial, production, market-
ing, and other managers; and with contractors and equipment and
materials suppliers.

Engineering managers supervise people who design and develop
machinery, products, systems, and processes; or direct and coordi-
nate production, operations, quality assurance, testing, or mainte-
nance in industrial plants. Many are plant engineers, who direct
and coordinate the design, installation, operation, and maintenance
of equipment and machinery in industrial plants. Others manage
research and development teams that produce new products and
processes or improve existing ones.

Natural sciences managers oversee the work of life and physical
scientists, including agricultural scientists, chemists, biologists, ge-
ologists, medical scientists, and physicists. These managers direct
research and development projects and coordinate activities such as
testing, quality control, and production. They may work on basic
research projects or on commercial activities. Science managers
sometimes conduct their own research in addition to managing the
work of others.



Managers oversee the design and installation of equipment and
machinery in industrial plants.

Working Conditions

Engineering and natural sciences managers spend most of their time
inan office. Some managers, however, also may work in laborato-
ries, where they may be exposed to the same conditions as research
scientists, or inindustrial plants, where they may be exposed to the
same conditions as production workers. Most managers work at
least 40 hours a week and may work much longer on occasion to
meet project deadlines. Some may experience considerable pres-
sureto meet technical or scientific goalson ashort deadline or within
atight budget.

Employment

Engineering and natural sciences managers held about 324,000 jobs
in 2000. Nearly 3 out of 10 worked in servicesindustries, primarily
for firms providing computer and data processing, engineering and
architectural, or research and testing services. Manufacturing indus-
triesemployed one-third. Manufacturing industries with the largest
employment include those producing industrial machinery and equip-
ment, €l ectronic and other el ectrical equipment, transportation equip-
ment, instruments, and chemicals. Other large employers include
government agencies and transportation, communications, and utili-
ties companies.

Training, Other Qualifications, and Advancement

Strong technical knowledge is essential for engineering and natu-
ral sciences managers, who must understand and guide the work
of their subordinates and explain the work in nontechnical terms
to senior management and potential customers. Therefore, these
management positions usually require work experience and for-
mal education similar to that of engineers, scientists, or mathema-
ticians.

Most engineering managers begin their careers as engineers,
after completing a bachelor’s degree in the field. To advance to
higher level positions, engineers generally must assume manage-
ment responsibility. Tofill management positions, employers seek
engineers who possess administrative and communications skills
in addition to technical knowledge in their specialty. Many engi-
neers gain these skills by obtaining a master’s degree in engineer-
ing management or a master’s degree in business administration
(MBA). Employers often pay for such training. In large firms,
some courses required in these degree programs may be offered

onsite. Engineerswho prefer to manage in technical areas should
get amaster’s degree in engineering management, while those in-
terested in nontechnical management should get an MBA.

Many science managers begin their careers as scientists, such as
chemists, biologists, geologists, or mathematicians. Most scien-
tistsor mathematicians engaged in basic research haveaPh.D.; some
in applied research and other activities may have a bachelor’s or
master’s degree. Science managers must be speciaistsin the work
they supervise. In addition, employers prefer managers with good
communication and administrative skills. Graduate programs al-
low scientiststo augment their undergraduate training with instruc-
tion in other fields, such as management or computer technology.
Given the rapid pace of scientific developments, science managers
must continuously upgrade their knowledge.

Engineering and natural sciences managers may advanceto pro-
gressively higher leadership positionswithin their discipline. Some
may become managers in nontechnical areas such as marketing,
human resources, or sales. In high technology firms, managersin
nontechnical areas often must possess the same specialized knowl-
edge as managers in technical areas. For example, employersin
an engineering firm may prefer to hire experienced engineers as
sales workers because the complex services offered by the firm
can be marketed only by someone with specialized engineering
knowledge.

Job Outlook

Employment of engineering and natural sciences managersis ex-
pected to increase more slowly than the average for al occupa-
tions through the year 2010—in line with projected employment
growth in engineering and most sciences. However, many addi-
tional jobs will result from the need to replace managers who re-
tire or move into other occupations. Opportunitiesfor obtaining a
management position will be best for workers with advanced tech-
nical knowledge and strong communication and administrative
skills.

Thejob outlook for engineering and natural sciences managers
should be closely related to the growth of the occupations they
supervise and theindustriesin which they arefound. For example,
opportunities for managers should be better in rapidly growing ar-
eas of engineering, such as electrical, computer, and biomedical
engineering than in more slowly growing areas of engineering or
physical science. (See the statements on engineers, and life and
physical scientists, elsewhereinthe Handbook.) Inaddition, many
employersarefinding it more efficient to contract engineering and
science management services to outside companies and consult-
ants, creating good opportunitiesfor managersin management ser-
vices and management consulting firms.

Earnings

Earnings for engineering and natural sciences managers vary by
speciaty and level of responsibility. Median annual earnings of
engineering managers were $84,070 in 2000. The middle 50 per-
cent earned between $66,420 and $105,630. The lowest 10 per-
cent earned less than $52,350, and the highest 10 percent earned
more than $130,350. Median annual earnings in the industries
employing the largest numbers of engineering managers in 2000
were:

Electronic components and aCCeSSOMeS .........coveerereerereeenennes $98,940
Computer and data processing SENVICES ......cevereeerereerererienennens 98,890
Aircraft and PartS .....ocvveeveeree e 88,620
Federal goOVerNMENt .........coeoevirieireeee e 83,840
Engineering and architectural Services ..........ccoceeevvvereriereneenenn 83,390



Median annual earnings of natural sciences managers were
$75,880 in 2000. The middle 50 percent earned between $56,320
and $100,760. The lowest 10 percent earned less than $43,110,
and the highest 10 percent earned more than $128,090. Median
annual earnings in the industries employing the largest numbers of
natural sciences managersin 2000 were:

Research and testing services
Federal goOVerNMENt .........coecviieireree e

A survey of manufacturing firms, conducted by Abbot, Langer
& Associates, found that engineering department managers and su-
perintendents earned amedian annual income of $85,154 in 1999,
while research and development managers earned $84,382.

In addition, engineering and natural sciences managers, espe-
cialy those at higher levels, often receive more benefits—such as
expense accounts, stock option plans, and bonuses—than do non-
managerial workersin their organizations.

Related Occupations

The work of engineering and natural sciences managersis closely
related to that of engineers; mathematicians; and physical and life
scientists, including agricultural and food scientists, biological and
medical scientists, conservation scientistsand foresters, atmospheric
scientists, chemists and materials scientists, environmental scien-
tists and geoscientists, and physicists and astronomers. It aso is
related to the work of other managers, especially top executives.

Sources of Additional Information

For information about a career as an engineering and natural sci-
ences manager, contact the sources of additional information for
engineers, life scientists, and physical scientists that are listed in
statements on these occupations el sewhere in the Handbook.

|
Farmers, Ranchers, and Agricultural

Managers
(O*NET 11-9011.01, 11-9011.02, 11-9011.03, 11-9012.00)

Significant Points

e Modern farming requires college training in agriculture
and work experience acquired through growing up on
afarm or through a small number of internships now
available.

e Overal employment is projected to decline because of
increasing productivity and consolidation of farms.

e Aquaculture should provide some new employment
opportunities; in addition, developmentsin value-
added marketing and organic farming are making
small-scale farming economically viable again.

e Self-employed farmers’ and ranchers' incomes vary
greatly from year to year.

Nature of the Work
American farmers, ranchers, and agricultural managers direct the
activities of one of theworld’slargest and most productive agricul-
tural sectors. They produce enough food and fiber to meet the needs
of the United States and produce a surplus for export.

Farmers and ranchers may be owners or tenants who rent the
useof land. Thetype of farm they operate determinestheir specific
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tasks. On crop farms—farms growing grain, cotton, and other fi-
bers, fruit, and vegetables—farmers are responsible for planning,
tilling, planting, fertilizing, cultivating, spraying, and harvesting.
After the harvest, they make sure the crops are properly packaged,
stored, or marketed. Livestock, dairy, and poultry farmers must
feed, plan, and care for the animals and keep barns, pens, coops,
and other farm buildings clean and in good condition. They also
oversee breeding and marketing activities. Horticultural specialty
farmers oversee the production of ornamental plants, nursery prod-
ucts—such as flowers, bulbs, shrubbery, and sod—and fruits and
vegetables grown in greenhouses. Aquaculture farmers raise fish
and shellfish in marine, brackish, or fresh water, usually in ponds,
floating net pens, raceways, or recirculating systems. They stock,
feed, protect, and otherwise manage aquatic life sold for consump-
tion or used for recreational fishing.

Farmers and ranchers make many managerial decisions. Their
farm output is strongly influenced by the weather, disease, fluctua-
tions in prices of domestic and foreign farm products, and Federal
farm programs. In a crop operation, farmers usually determine the
best time to plant seed, apply fertilizer and chemicals, harvest, and
market. They use different strategiesto protect themselves from un-
predictable changes in the markets for agricultural products. Many
farmers carefully plan the combination of crops they grow so that if
the price of one crop drops, they will have sufficient income from
another to make up for the loss. Others, particularly operators of
smaller farms, may choose to sell their goods directly through farm-
ers markets, or use cooperativesto reduce their financia risk and to
gain a larger share of consumers expenditures on food. For ex-
ample, in Community Supported Agriculture (CSA), cooperatives
sall to consumers shares of a harvest prior to the planting season,
thusfreeing the farmer from having to bear al the financial risksand
ensuring the farmer a market for the produce of the coming season.

Farmers and ranchers who plan ahead may be able to store their
crops or keep their livestock to take advantage of better priceslater
in the year. Those who participate in the risky futures market—in
which contracts and options on futures contracts on commodities
are traded through stockbrokers—try to anticipate or track changes
in the supply of and demand for agricultural commodities, and thus
changesin the prices of farm products. By buying or selling futures
contracts, or by pricing their products in advance of future sales,
they attempt to either limit their risk or reap greater profits than
would normally be realized. They may have to secure loans from
credit agenciesto finance the purchase of machinery, fertilizer, live-
stock, and feed. Like other businesses, farming operations have
become more complex in recent years, so many farmers use com-
putersto keep financial and inventory records. They also use com-
puter databases and spreadsheets to manage breeding, dairy, and
other farm operations.

Responsihilities of farmers and ranchers range from caring for
livestock, to operating machinery, to maintaining equipment and
facilities. The size of the farm or ranch often determines which of
thesetasksfarmersand rancherswill handle themselves. Operators
of small farms usually perform all tasks, physical and administra-
tive. They keep recordsfor tax purposes, service machinery, main-
tain buildings, and grow vegetables and raise animals. Operators
of large farms, on the other hand, have employees who help with
the physical work that small-farm operators do themselves. Al-
though employment on most farmsislimited to the farmer and one
or two family workers or hired employees, some large farms have
100 or more full-time and seasonal workers. Some of these em-
ployees arein nonfarm occupations, working astruck drivers, sales
representatives, bookkeepers, and computer specialists.

Agricultural managers guide and assist farmers and ranchersin
maximizing the financial returnsto their land by managing the day-



Managers of large farms direct employees who perform many of
the tasks that small farmers must do themselves.

to-day activities. Their duties and responsibilities vary widely. For
example, the owner of a very large livestock farm may employ a
manager to oversee a single activity, such as feeding the livestock.
On the other hand, when managing a small crop farm for an absen-
tee owner, a manager may assume responsibility for al functions,
from selecting the crops to participating in planting and harvesting.
Farm management firms and corporations involved in agriculture
employ highly trained professional farm managers who may man-
age farm operations or oversee tenant operators of several farms. In
these cases, managers may establish output goals; determine finan-
cial constraints; monitor production and marketing; hire, assign, and
superviseworkers; determine crop transportation and storagerequire-
ments, and oversee maintenance of the property and equipment.

There are several types of agricultural managers. Nursery and
greenhouse managers make decisions about the type and quality of
horticultural plants—trees, shrubs, flowers, or mushrooms, for ex-
ample—to be grown. They also select and purchase seed, fertiliz-
ers, and chemicals used for disease control. Crop farm managers
and fish hatchery managers direct farmworkers involved in crop
and fish hatchery production. (Farmworkers are discussed in the
Handbook statement on agricultural workers.)

Working Conditions

The work of farmers, ranchers, and agricultural managers is often
strenuous; work hoursarefrequently long; and they rarely have days
off during the planting, growing, and harvesting seasons. Never-
theless, for those who enter farming or ranching, these disadvan-
tages are outweighed by the quality of lifein arural area, working
outdoors, being self-employed, and making a living working the
land. Farmersand farm managers on crop farmsusually work from
sunrise to sunset during the planting and harvesting seasons. Dur-
ing the rest of the year they plan next season’s crops, market their
output, and repair machinery; some may earn additional income by
working a second job off the farm.

Onlivestock producing farmsand ranches, work goeson through-
out the year. Animals, unless they are grazing, must be fed and
watered every day, and dairy cows must be milked two or three
timesaday. Many livestock and dairy farmers monitor and attend
to the health of their herds, which may include assisting in the
birthing of animals. Such farmersrarely get the chanceto get away
unless they hire an assistant or arrange for atemporary substitute.

Farmers who grow produce and perishables have different de-
mands on their time. For example, organic farmers must maintain

cover crops during the cold months, which keeps them occupied
with farming beyond the typical growing season.

Farm work also can be hazardous. Tractors and other farm ma-
chinery can cause serious injury, and workers must be constantly
alert on the job. The proper operation of equipment and handling
of chemicals is necessary to avoid accidents and protect the envi-
ronment.

Onvery largefarms, farmers spend substantial time meeting with
farm managers or farm supervisors in charge of various activities.
Professional farm managers overseeing several farms may divide
their time between traveling to meet farmers or landowners and
planning the farm operationsin their offices. Asfarming practices
and agricultural technol ogy become more sophisticated, farmersand
farm managers are spending more timein officesand at computers,
wherethey electronically manage many aspects of their businesses.
Some farmers also spend time at conferences, particularly during
the winter months, exchanging information.

Employment
Farmers, ranchers, and agricultural managersheld nearly 1.5 million
jobs in 2000. About 86 percent were self-employed farmers and
ranchers. Most farmers, ranchers, and agricultural managers over-
see crop production activities, while others manage livestock and
dairy production. A smaller number are involved in agricultural
services, such as contract harvesting and farm labor contracting.
The soil, topography of the land, and the climate of an area gen-
erally determine the type of farming and ranching done. For ex-
ample, Cdifornia, Wisconsin, New York, and Pennsylvanialead the
country in milk production, while Ohio, California, Pennsylvania,
and Indianalead in egg production. Texas, Cdlifornia, Georgia, and
Mississippi are the biggest cotton producers, and Kansas, North
Dakota, Montana, and Washington are the biggest wheat producers.

Training, Other Qualifications, and Advancement

Growing up on afamily farm and participating in agricultural pro-
gramsfor young people (sponsored by the National FFA Organiza-
tion, formerly known as the Future Farmers of America, or the 4-H
youth educational programs) are important sources of training for
those interested in pursuing agriculture asacareer. However, mod-
ern farming requiresincreasingly complex scientific, business, and
financial decisions. Therefore, even people who were raised on
farms must acquire the appropriate education.

Not all agricultural managers grew up on farms or ranches. For
these people, a bachelor’s degree in business with a concentration
in agriculture is important. In addition to formal education, they
need severa years of work experience in the different aspects of
farm and ranch operations in order to qualify for an agricultural
manager position.

Students should select the college most appropriate to their spe-
cific interests and location. In the United States, all State univer-
sity systems have one land-grant university with a school of
agriculture. Common programs of study include agronomy, dairy
science, agricultural economics and business, horticulture, crop and
fruit science, and animal science. For studentsinterested in aguac-
ulture, formal programs are available, and include coursework in
fisheries biology, fish culture, hatchery management and mainte-
nance, and hydrology. Whatever one'sinterest, the college curricu-
lum should include courses in agricultural production, marketing,
and economics.

Professional status can be enhanced through voluntary certifica-
tion asan Accredited Farm Manager (AFM) by the American Soci-
ety of Farm Managers and Rural Appraisers. Certification requires
several years of farm management experience, the appropriate aca-
demic background—a bachelor’s degree or, preferably, a master’s
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degreein afield of agricultural science—and the passing of courses
and examinations relating to business, financial, and legal aspects
of farm and ranch management.

Farmers, ranchers, and agricultural managers need to keep abreast
of continuing advances in agricultural methods both in the United
States and abroad, as well as changes in governmental regulations
that may impact methods or markets for particular crops. Besides
print journalsthat inform the agricultural community, the spread of
the Internet allows quick access to the latest developmentsin areas
such asagricultural marketing, legal arrangements, or growing crops,
vegetables, and livestock. Electronic mail, on-line journals, and
newsl ettersfrom agricultural organizations al so speed the exchange
of information directly between farming associationsand individual
farmers.

Farmers, ranchers, and agricultural managers also must have
enough technical knowledge of crops, growing conditions, and plant
diseases to make decisions ensuring the successful operation of their
farms. A rudimentary knowledge of veterinary science, aswell as
animal husbandry, is important for livestock and dairy farmers.
Knowledge of the relationship between farm operations—for ex-
ample, the use of pesticides—and environmental conditions is es-
sential. Mechanical aptitude and the ability to work with tools of
all kinds are also valuable skills for the operator of a small farm,
who often maintains and repairs machinery or farm structures.

Farmers, ranchers, and agricultural managers need the manage-
rial skillsnecessary to organizeand operateabusiness. A basic knowl-
edge of accounting and bookkeeping isessential in keeping financial
records, while aknowledge of credit sourcesisvital for buying seed,
fertilizer, and other inputs necessary for planting. Itisalso necessary
to be familiar with complex safety regulations and requirements of
governmental agricultural support programs. Computer skills are
increasingly important, especialy on large farms, where computers
are widely used for recordkeeping and business anaysis. For ex-
ample, some farmers, ranchers, and agricultural managers use per-
sonal computers to access the Internet to get the latest information
on prices of farm products and other agricultural news.

High schoal training should include coursesin mathematics and
in biology and other life sciences. Completion of a 2-year degree,
and preferably a 4-year bachelor’s degree program in a college of
agriculture, is becoming increasingly important. But even after
obtaining formal education, novices may need to spend time work-
ing under an experienced farmer to learn how to put into practice
the skills learned through academic training. A small number of
farmsoffer, on aformal basis, apprenticeshipsto help young people
acquire such practical skills.

Job Outlook

Demand for food and fiber will increase due to growth in world
population and in demand for U.S. agricultural exports as develop-
ing nations improve their economies and personal incomes. How-
ever, increasing productivity in the U.S. agricultural production
industry is expected to meet domestic consumption needs and ex-
port requirements with fewer workers. Employment of farmersand
ranchers, is expected to continue to decline through 2010, while
employment for farm, ranch, and agricultural managersis expected
to grow slower than average. The overwhelming majority of job
openings for self-employed farmers and ranchers will result from
the need to replace farmers who retire or leave the occupation for
economic or other reasons.

Market pressures will continue the long-term trend toward con-
solidation into fewer and larger farms over the 2000-10 period, fur-
ther reducing the number of jobs for farmers and ranchers, but
increasing employment of agricultural managers. Somefarmersac-
quirefarmsby inheritance; however, purchasing afarm or additional
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land is expensive and requires substantial capital. In addition, suf-
ficient funds are required to withstand the adverse effects of cli-
mate and price fluctuations upon farm output and income and to
cover operating costs—Ilivestock, feed, seed, and fuel. Also, the
complexity of modern farming and keen competition among farm-
ers|eaveslittle room for the marginally successful farmer.

Despite the expected continued consolidation of farm land and
the projected decline in overall employment of farmers, ranchers,
and agricultural managers, an increasing number of small-scalefarm-
ers have devel oped successful market nichesthat involve personal-
ized, direct contact with their customers. Many are finding
opportunities in organic food production, as more consumers de-
mand food grown without pesticidesor chemicals. Othersusefarm-
ers markets that cater directly to urban and suburban consumers,
allowing the farmersto capture a greater share of consumers’ food
dollars. Some small-scale farmers, such as some dairy farmers,
belong to collectively owned marketing cooperatives that process
and sell their product. Other farmers participate in community-
supported agriculture cooperativesthat allow consumersto directly
buy a share of the farmer’s harvest.

Aquaculture also should continue to provide some new employ-
ment opportunities over the 2000-10 period. Overfishing has re-
sulted in declining ocean catches, and the growing demand for certain
seafood items—such as shrimp, salmon, and catfish—has spurred
the growth of aquaculture farms. Aquaculture output increased
strongly between the early 1980s and mid-1990s, and continued
growth is expected.

Earnings

Incomes of farmers and ranchers vary greatly from year to year be-
cause prices of farm products fluctuate depending upon weather
conditions and other factors that influence the quantity and quality
of farm output and the demand for those products. A farm that
shows alarge profit in one year may show aloss in the following
year. Under the 1996 Farm Act, Federal Government subsidy pay-
ments, which havetraditionally shielded somegrain producersfrom
the ups and downs of the market, were set at fixed levelsregardless
of yields or prices. Consequently, these farmers may experience
more income variability from year to year than in the past. The Act
also phases out price supports for dairy farmers, and may result in
lower incomes for dairy producers. Many farmers—primarily op-
erators of small farms—have income from off-farm business ac-
tivities, often greater than that of their farm income.

Full-time, salaried farm managers, with the exception of horti-
cultural managers, had median weekly earnings of $542 in 2000.
The middle half earned between $221 and $655. The highest paid
10 percent earned more than $756, and the lowest paid 10 percent
earned less than $187. Horticultural specialty farm managers gen-
erally earn considerably more.

Farmers and self-employed farm managers make their own pro-
visions for benefits. As members of farm organizations, they may
derive benefits such as group discounts on health and lifeinsurance
premiums.

Related Occupations

Farmers, ranchers, and agricultural managers strive to improve the
quality of agricultural products and the efficiency of farms. Others
whose work is related to agricultural products include agricultural
engineers, agricultural and food scientists, agricultural workers, and
purchasing agents and buyers of farm products.

Sour ces of Additional Information
For general information about farming and agricultural occupations,
contact:



> Center for Rural Affairs, PO. Box 406, Walthill, NE 68067. Internet:
http://www.cfra.org

For information about certification as an accredited farm man-
ager, contact:
>» American Society of Farm Managers and Rural Appraisers, 950 Cherry
St., Suite 508, Denver, CO 80222. Internet: http://www.asfmra.org
» Small Farm Program, U.S. Department of Agriculture, Cooperative State,
Research, Education, and Extension Service, Stop 2220, Washington, DC
20250-2220. Internet: http://www.reeusda.gov/agsys/smallfarm

For information on aquaculture, education, training, or Commu-
nity Supported Agriculture, contact:
> Alternative Farming System Information Center (AFSIC), National Ag-
ricultural Library USDA, 10301 Baltimore Ave., Room 132, Beltsville, MD
20705-2351. Internet: http://www.nal.usda.gov/afsic
> Appropriate Technology Transfer for Rural Areas, PO. Box 3657,
Fayetteville, AR 72702. Internet: http://www.attra.org

. ________________________________________________________|
Financial Analysts and Personal

Financial Advisors
(O*NET 13-2051.00, 13-2052.00)

Significant Points

® A college degree and good interpersona skills are
among the most important qualifications for these
workers.

e Although both occupations will benefit from an
increase in investing by individuals, personal financial
advisors will benefit more.

e Financial analysts may face keen competition for jobs,
especially at top securities firms, where pay can be
lucrative.

Natur e of the Work

Financial analysts and personal financial advisors provide invest-
ment analysis and guidance to businesses and individuals to help
them with their investment decisions. They gather financial infor-
mation, analyzeit, and make recommendations. However, their job
duties differ because of the type of investment information they
provide and the clientsthey work for. Financial analystsassessthe
economic performance of companies and industries for firms and
institutions with money to invest. Personal financial advisorsgen-
erally assess the financial needs of individuals, providing them a
wide range of options.

Financial analysts, also called security analysts and investment
analysts, work for banks, insurance companies, mutual and pen-
sion funds, securities firms, and other businesses helping the com-
pany or their clientsmakeinvestment decisions. They read company
financial statements and analyze commodity prices, sales, costs,
expenses, and tax rates in order to determine a company’s value
and project future earnings. They often meet with company offi-
cialsto get better insight into a company and determine managerial
effectiveness. Usually financial analysts study an entire industry,
ng current trends in business practices, products, and indus-
try competition. They must keep abreast of new regulationsor poli-
ciesthat may affect the industry, aswell as monitor the economy to
determine its effect on earnings.

Financial analysts use spreadsheet and statistical software pack-
ages to analyze financial data, spot trends, and develop forecasts.
Based on their results, they write reports and make presentations,
usually making recommendationsto buy or sell aparticular invest-
ment or security. Senior analysts may actually make the decision

to buy or sell for the company or client if they are the ones respon-
sible for managing the assets. Other analysts use the data to mea-
sure the financial risks associated with making a particular
investment decision.

Financial analystsin investment banking departments of securi-
ties or banking firms often work in teams analyzing the future pros-
pects of companiesthat want to sell sharesto the public for thefirst
time. They also ensure that the forms and written materials neces-
sary for compliancewith Securities and Exchange Commission regu-
lations are accurate and complete. They may make presentationsto
prospective investors about the merits of investing in the new com-
pany. Financial analysts also work in mergers and acquisitions de-
partments, preparing analyses on the costs and benefits of aproposed
merger or takeover.

Some financial analysts, called ratings analysts, evaluate the
ability of companies or governments issuing bonds to repay their
debt. Based on their evaluation, a management team assigns arat-
ing to a company’s or government’s bonds. Other financial ana-
lysts perform budget, cost, and credit analysis as part of their
responsibilities.

Personal financial advisors, also called financial planners or fi-
nancial consultants, use their knowledge of investments, tax laws,
insurance, and real estate to recommend financial options to indi-
viduals based on their short-term and long-term goals. Some of the
issues they address are retirement planning, estate planning, tax is-
sues, funding for college, and general investment options. While
most planners offer advice on awide range of topics, some special-
ize in areas such as estate planning or risk management.

An advisor’s work begins with a consultation with the client,
where the advisor obtains information on the client’s finances and
financial goals. The advisor then devel ops a comprehensive finan-
cia plan that identifies problem areas, makes recommendations for
improvement, and selects appropriate investments based on their
goals, attitude toward risk, and expectations or needsfor areturnon
theinvestment. Often, thisplaniswritten, but it can beintheform
of verbal advice. Financial advisors usually meet with established
clients at least once ayear to update them on potential investments
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Financial analysts research and analyze financial data, helping
manager s make sound investment decisions.
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and determine if there have been any life changes—such as mar-
riage, disability, or retirement—that might affect the clients’ finan-
cial goas. Financia advisors also answer questions from clients
regarding changesin benefit plansor consequences of ajob change.
Some advisorsbuy and sell financia products, such asmutual funds
or insurance, or refer clients to other companies for products and
services such as preparation of taxes or wills. A number of advi-
sorstake on theresponsibility of managing the client’sinvestments
for them.

Finding clients and building a customer base is one of the most
important parts of afinancial advisor’sjob. Many advisors contact
potential clients by giving seminars or lectures or meeting clients
through business and social contacts.

Working Conditions

Financial analysts and personal financial advisors usually work in-
doors in safe, comfortable offices or their own homes. Many of
these workers enjoy the challenge of helping firms or people make
financia decisions. However, financia analystsmay facelong hours,
frequent travel to visit companies and talk to potential investors,
and deadline pressure. Much of their research must be done after
office hours, because their day isfilled with phone calls and meet-
ings. Personal financial advisors usually work standard business
hours, but they also schedule meetings with clients in the evenings
or on weekends. Many teach evening classes or put on seminarsin
order to bring in more clients.

Employment
Financial analysts and personal financial advisorsheld 239,000 jobs
in 2000; financial analysts accounted for about 6 in 10 of the total.
Many financial analysts work at the headquarters of large financial
companies, severa of which arebased in New York. One-fourth of
financial analysts work for security and commodity brokers, ex-
changes, and investment services firms; and one-fifth work for de-
pository and nondepository institutions, including banks, credit
institutions, and mortgage bankers and brokers. The remainder pri-
marily work for insurance carriers, computer and data processing
services, and management and public relations firms.
Approximately onefourth of personal financial advisorsare self-
employed, operating small investment advisory firms, usualy lo-
cated inurban areas. Themajority of salaried advisors—nearly 6in
10—work for security and commodity brokers, exchanges, and in-
vestment services firms. About 1 in 7 personal financial advisors
work for commercia banks, saving institutions, and credit unions.
A small number work for insurance carriers and insurance agents,
brokers, and services.

Training, Other Qualifications, and Advancement

A college education is required for financial analysts and strongly
preferred for persona financial advisors. Most companies require
financial analysts to have at least a bachelor’s degree in business
administration, accounting, statistics, or finance. Coursework in
statistics, economics, and business is required, and knowledge of
accounting policies and procedures, corporate budgeting, and
financial analysis methods is recommended. A master of business
administration is desirable. Advanced courses in options pricing
or bond valuation and knowledge of risk management are also
suggested.

Employers usually do not require a specific field of study for
personal financial advisors, but a bachelor’s degree in accounting,
finance, economics, business, mathematics, or law provides good
preparation for the occupation. Courses in investments, taxes, es-
tate planning, and risk management also are helpful. Programsin
financial planning are becoming more widely available in colleges
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and universities. However, many financial planners enter the field
after working in arelated occupation, such as securities and finan-
cia services sales representative, insurance agent, accountant, or
lawyer.

Mathematical, computer, analytical, and problem-solving skills
are all essentia qualifications for financial analysts and personal
financial advisors. Good communication skills also are necessary
because these workers must present compl ex financial conceptsand
strategies in easy-to-understand language to clients and other pro-
fessionals. Self-confidence, maturity, and the ability to work inde-
pendently are important as well.

Financial analysts must be detail-oriented, motivated to seek out
obscureinformation, and familiar with the workings of the economy,
tax laws, and money markets. For financia advisors, strong inter-
personal skills and sales ability are crucial to success.

Certification, although not required for financia analystsor per-
sonal financial advisorsto practice, can enhance professional stand-
ing and is strongly recommended by many financial companies.
Financia analysts may receivethetitle Chartered Financial Analyst
(CFA), sponsored by the Association of Investment Management
and Research. To qualify for CFA designation, applicants must
have a bachelor’s degree, 3 years of work experience in a related
field, and pass a series of three examinations. The essay exams,
administered once a year for 3 years, cover subjects such as ac-
counting, economics, securities analysis, asset valuation, and port-
folio management.

Personal financial advisorsmay obtain aCertified Financial Plan-
ner (CFP) or Chartered Financial Consultant (ChFC) designation.
Both designations demonstrate to potential customers that a plan-
ner has extensive training and competency in the area of financial
planning. The CFP designation, issued by the CFP Board of Stan-
dards, requiresrelevant experience, compl etion of education require-
ments, passage of a comprehensive examination, and adherence to
an enforceable code of ethics. The ChFC designation, issued by
the American College in Bryn Mawr, Pennsylvania, requires expe-
rience and compl etion of an eight-course study program. Both pro-
grams have a continuing education requirement.

A licenseisnot required to work as apersonal financial advisor,
but advisors who sell stocks, bonds, mutual funds, insurance, or
real estate, may need licenses to perform these additional services.
Also, if legal advice is provided, alicense to practice law may be
required. Financial advisors that do not provide these additional
services often refer clients to those qualified to provide them.

Financial analysts may advance by becoming portfolio manag-
ersor financial managers, directing theinvestment policiesof their
companies or those of clients. Persona financial advisors who
work in firms also may move into managerial positions, but most
advisors advance by accumulating clients and managing more
assets.

Job Outlook

Increased investment by businesses and individuals is expected to
result in faster-than-average employment growth of financial ana-
lysts and personal financial advisors through 2010. Both occupa-
tionswill benefit asbaby boomerssavefor retirement and agenerally
better educated and wealthier population requires investment ad-
vice. Inaddition, people areliving longer and must plan to finance
more years of retirement. The rapid expansion of self-directed re-
tirement plans, such as the 401(k) plans, is expected to continue.
Most of the money in these plansisinvested in mutual funds. As
the number of mutual funds and the amount of assets invested in
the funds increases, mutual fund companies will need increased
numbers of financia analysts to recommend which financia prod-
ucts the funds should buy or sell. Growth in retirement plans will



also increase demand for persona financial advisors to provide
advice on how to invest this money.

Deregulation of the financial services industry is also expected
to spur demand for financial analysts and personal financial advi-
sors. Since 1999, banks, insurance companies, and brokeragefirms
have been allowed to broaden their financial services. Many firms
are adding investment advice to their list of services and are ex-
pected to increase their hiring of personal financia advisors. Many
banks are now entering the securities brokerage and investment
banking fieldsand will increasingly need the skillsof financial ana-
lystsin these areas.

The globalization of the securities markets as well as the in-
creased complexity of many financial products also will increase
the need for analysts and advisors to help investors make financial
choices. Inaddition, business mergers and acquisitions seem likely
to continue, requiring the services of financial analysts. However,
in the field of investment banking, the demand for financial ana-
lysts may fluctuate because investment banking is sensitive to
changes in the stock market. And further consolidation in the fi-
nancia servicesindustry may eliminate some financial analyst po-
sitions, somewhat dampening overall employment growth.
Competition is expected to be keen for these highly lucrative posi-
tions, with many more applicants than jobs.

Earnings
Median annual earningsof financial analystswere $52,420in 2000.
The middle half earned between $40,210 and $70,840. Thelowest
10 percent earned less than $31,880, and the top 10 percent earned
more than $101,760.

Median annual earnings in the industries employing the largest
numbers of financial analystsin 2000 were:

Security and cOMMOGity SENVICES........covvvreieereeerereeerieseeaneens $65,920
Security brokers and dealers .........cccveveerenvenernereee e 54,650
Management and public relations ..........ccccceveveveeerienccnsesieeeene 52,690
Computer and data processing SENVICES ......ccocerueerrereerereseerennens 51,680
Commercial DaNKS ........ccocierieiiic s 46,910

Median annual earnings of personal financial advisors were
$55,320 in 2000. The middle half earned between $34,420 and
$96,360. The lowest 10 percent earned less than $25,110, and the
top 10 percent earned more than $145,600.

Median annual earnings in the industries employing the largest
number of personal financial advisorsin 2000 were:

Security brokersand dedlers ...............
Security and commodity services
Commercial DanKS .........ccoeveeererieineresseseese s

Many financial analysts receive abonusin addition to their sal-
ary, which can add substantially to their earnings. The bonus is
usually based on how well their predictions compare to the actual
performance of a benchmark investment. Personal financial advi-
sors who work for financia servicesfirms are generally paid a sal-
ary plus bonus. Advisors who work for financial planning firms or
who are self-employed either charge hourly feesfor their servicesor
charge one set fee for a comprehensive plan based on its complex-
ity. Advisorswho manageaclient’sassetsusually charge apercent-
age of the assets under management. A mgjority of advisorsreceive
commissions for financial products they sell in addition to afee.

Related Occupations

Other jobs requiring expertise in finance and investments or sales
of financial products include accountants, financial managers, in-
surance sales agents, real estate agents, and securities, commodities
and financia services sales representatives.

Sources of Additional Information
For information on a career in financia planning, contact:
» The Financia Planning Association, 3801 E. Florida Ave., Suite 708,
Denver, CO 80210. Internet: http://www.fpanet.org
For information about the Certified Financial Planner certifica-
tion, contact:
» The Certified Financial Planner Board of Standards, 1700 Broadway,
Suite 2100, Denver, CO 80290-2101. Internet: http://www.cfp-board.org
For information about the Chartered Financial Consultant des-
ignation, contact:
» The American College, 270 South Bryn Mawr Ave., Bryn Mawr, PA
19010. Internet: http://www.amercoll.edu
For information on about the Chartered Financial Analyst desig-
nation, contact:
» Association of Investment Management and Research, PO. Box 3668,
560 Ray C. Hunt Drive, Charlottesville, VA 22903. Internet:
http://www.aimr.org

. ________________________________________________________|
Financial Managers

(O*NET 11-3031.01, 11-3031.02)

Significant Points

e A bachelor’s degree in finance, accounting, or a
related field is the minimum academic preparation, but
many employersincreasingly seek graduates with a
master’s degree.

e Theincreasing need for financial expertise will spur
employment growth.

Nature of the Work

Almost every firm, government agency, and organization has one
or more financial managers who oversee the preparation of finan-
cia reports, direct investment activities, and implement cash man-
agement strategies. As computers are increasingly used to record
and organize data, many financial managers are spending moretime
devel oping strategies and implementing the long-term goal s of their
organization.

The duties of financial managers vary with their specific titles,
which include controller, treasurer, credit manager, and cash man-
ager. Controllers direct the preparation of financial reports that
summarize and forecast the organization’s financia position, such
as income statements, balance sheets, and analyses of future earn-
ings or expenses. Controllers also are in charge of preparing spe-
cia reports required by regulatory authorities. Often, controllers
oversee the accounting, audit, and budget departments. Treasurers
and finance officers direct the organization’s financial goals, objec-
tives, and budgets. They oversee theinvestment of funds and man-
age associated risks, supervise cash management activities, execute
capital-raising strategies to support a firm’'s expansion, and deal
with mergers and acquisitions.

Cash managers monitor and control the flow of cash receipts
and disbursements to meet the business and investment needs of
the firm. For example, cashflow projections are needed to deter-
mine whether loans must be obtained to meet cash requirements or
whether surplus cash should be invested in interest-bearing instru-
ments. Risk and insurance managers oversee programs to mini-
mizerisks and losses that may arise from financial transactions and
business operations undertaken by the institution. They also man-
age the organization’s insurance budget. Credit managers oversee
the firm’s issuance of credit. They establish credit-rating criteria,
determine credit ceilings, and monitor the collections of past-due
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accounts. Managers specializing in international finance develop
financial and accounting systems for the banking transactions of
multinational organizations.

Financia institutions, such as commercia banks, savings and
loan associations, credit unions, and mortgage and finance compa-
nies, employ additional financial managers who oversee various
functions, such as lending, trusts, mortgages, and investments, or
programs, including sales, operations, or electronic financia ser-
vices. These managers may be required to solicit business, autho-
rize loans, and direct the investment of funds, always adhering to
Federal and State laws and regulations. (Chief information officers
and other financial executives are included in the Handbook state-
ment on top executives.)

Branch managers of financial institutions administer and man-
age al the functions of a branch office, which may include hiring
personnel, approving loans and lines of credit, establishing a rap-
port with the community to attract business, and assisting custom-
ers with account problems. Financial managers who work for
financial institutions must keep abreast of the rapidly growing ar-
ray of financia services and products.

In addition to the general duties described above, al financial
managers perform tasks unique to their organization or industry.
For example, government financial managers must be experts on
the government appropriations and budgeting processes, whereas
healthcare financial managers must be knowledgeable about issues
surrounding healthcare financing. Moreover, financial managers
must be aware of special tax laws and regulations that affect their
industry.

Areasin which financial managers play an increasingly impor-
tant role involve mergers and consolidations, and global expansion
and financing. These developments require extensive, specialized
knowledge on the part of the financial manager to reduce risks and
maximize profit. Financial managers increasingly are hired on a
temporary basis to advise senior managers on these and other mat-
ters. In fact, some firms contract out all accounting and financial
functions to companies that provide these services.

The role of the financial manager, particularly in business, is
changing in response to technological advances that have reduced
theamount of timeit takesto produce financial reportssignificantly.
Financial managers now perform more data analysis and use it to
offer senior managersideas on how to maximize profits. They often
work on teams, acting as business advisors to top management.

Financial managers oversee the preparation of financial reports,
direct investment activities, and implement cash management
strategies.
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Financial managers need to keep abreast of the latest computer tech-
nology in order to increase the efficiency of their firm's financial
operations.

Working Conditions

Financial managers work in comfortable offices, often close to top
managers and to departments that develop the financial data these
managers need. They typically have direct access to state-of-the-
art computer systems and information services. Financial manag-
ers commonly work long hours, often up to 50 or 60 per week.
They generally arerequired to attend meetings of financial and eco-
nomic associations and may travel to visit subsidiary firms or to
meet customers.

Employment

Financial managers held about 658,000 jobs in 2000. Although
these managersarefound in virtually every industry, morethan one-
fourth were employed by services industries, including business,
health, social, and management services. About 3 out of 10 were
employed by financial and related institutions, such as banks, sav-
ings institutions, finance companies, credit unions, insurance com-
panies, securities dealers, and real estate firms.

Training, Other Qualifications, and Advancement

A bachelor’s degree in finance, accounting, economics, or business
administration is the minimum academic preparation for financial
managers. However, many employersincreasingly seek graduates
with amaster’s degree, preferably in business administration, eco-
nomics, finance, or risk management. These academic programs
develop analytical skillsand provide knowledge of the latest finan-
cia analysis methods and technol ogy.

Experience may be more important than formal education for
some financial manager positions—notably, branch managers in
banks. Bankstypically fill branch manager positions by promoting
experienced loan officers and other professionalswho excel at their
jobs. Other financial managers may enter the profession through
formal management trainee programs offered by the company.

Continuing education is vital for financial managers, reflecting
the growing complexity of global trade, shifting Federa and State
laws and regulations, and aproliferation of new and complex finan-
cia instruments. Firms often provide opportunities for workers to
broaden their knowledge and skills by encouraging employees to
take graduate courses at colleges and universities or attend confer-
ences related to their speciaty. Financiad management, banking,
and credit union associations, often in cooperation with colleges
and universities, sponsor numerous national and local training pro-
grams. Persons enrolled prepare extensively at home, then attend
sessions on subjects such as accounting management, budget man-
agement, corporate cash management, financial analysis, interna-
tional banking, and information systems. Many firmspay all or part
of the costsfor those who successfully complete courses. Although
experience, ability, and leadership are emphasized for promotion,
advancement may be accelerated by this type of special study.

In some cases, financial managers also may broaden their skills
and exhibit their competency in specialized fields by attaining pro-
fessional certification. For example, the Association for Invest-
ment Management and Research confers the Chartered Financial
Analyst designation on investment professionals who have a
bachelor’s degree, passthreetest levels, and meet work experience
requirements. The National Association of Credit Management
administers a three-part certification program for business credit
professionals. Through acombination of experience and examina-
tions, these financial managers pass from the level of Credit Busi-
ness Associate to Credit Business Fellow and, finally, to Certified



Credit Executive. The Association for Financial Professionas (AFP)
confersthe Certified Cash Manager credential to those with amini-
mum of 2 years of relevant experience who pass a computer-based
exam, and the Certificatein International Cash Management to those
who participate in a self-study and examination program. In part-
nership with the University of Michigan Business School, AFPalso
offersthe Certificate in Finance and Treasury Management, which
recognizes professionals who demonstrate competencies in finan-
cia and treasury management at the senior level. More recently,
the Association of Government Accountants has begun to offer the
Certified Government Financial Manager certification to those who
have a bachelor’s degree, at least 2 years of relevant experience,
and who pass three examinations. Financial managers who spe-
cidizein accounting may earn the Certified Public Accountant (CPA)
or Certified Management Accountant (CMA) designations. (See
the Handbook statement on accountants and auditors.)

Candidates for financial management positions need a broad
range of skills. Interpersonal skills are increasingly important be-
cause these jobs invol ve managing people and working as part of a
team to solve problems. Financial managers must have excellent
communication skills to explain complex financial data. Because
financial managers work extensively with various departments in
their firm, a broad overview of the businessis essential.

Financial managers should be creative thinkers and problem-
solvers, applying their analytical skillsto business. They must be
comfortablewith thelatest computer technology. Asfinancia opera-
tions increasingly are affected by the global economy, managers
must have knowledge of international finance. Proficiency in a
foreign language also may be important.

Because financial management is critical for efficient business
operations, well-trained, experienced financial managers who dis-
play astrong grasp of the operations of various departments within
their organization are prime candidates for promotion to top man-
agement positions. Some financial managers transfer to closely
related positions in other industries. Those with extensive experi-
ence and access to sufficient capital may start their own consulting
firms.

Job Outlook

Employment of financial managers is expected to grow about as
fast as the average for all occupations through 2010. While merg-
ers, acquisitions, and corporate downsizing will continue to ad-
versely affect employment of financial managers, growth of the
economy and the need for financial expertisewill ensurejob growth.
Candidates with expertise in accounting and finance, particularly
those with a master’s degree, should enjoy the best job prospects.
Strong computer skills and knowledge of international finance are
increasingly important; so are excellent communication skills, be-
cause financial management jobs increasingly involve working on
strategic planning teams.

The banking industry, which employs more than 1 out of 8 fi-
nancial managers, is expected to continue to consolidate. Employ-
ment of bank branch managers, in particular, will grow very littleor
not at all as banks open fewer branches and promote el ectronic and
Internet banking to cut costs. In contrast, the securities and com-
modities industry will hire more financia managers to handle in-
creasingly complex financial transactions and manage investments.
Financial managers are being hired throughout industry to manage
assetsand investments, handle mergers and acquisitions, raise capi-
tal, and assess global financial transactions. Risk managers, who
assessrisksfor insurance and investment purposes, arein especially
great demand.

Some companies may hire financial managers on a temporary
basis, to see the organization through a short-term crisis or to offer

suggestions for boosting profits. Other companies may contract
out all accounting and financial operations. Even in these cases,
however, financial managers may be needed to oversee the
contracts.

Computer technology has reduced the time and staff required to
producefinancial reports. Asaresult, forecasting earnings, profits,
and costs, and generating ideas and creative ways to increase prof-
itability will becomethe major role of corporate financial managers
over the next decade. Financial managers who are familiar with
computer software and applications that can assist themin thisrole
will be needed.

Earnings

Median annual earnings of financial managerswere $67,020in 2000.
The middle 50 percent earned between $48,150 and $91,580. The
lowest 10 percent had earnings of less than $36,050, while the top
10 percent earned over $131,120. Median annual earnings in the
industries employing the largest numbers of financial managersin
2000 are shown below:

Security brokers and dealers ........cocvvvevieneisereesesee e $112,140
Accounting, auditing, and bookkeeping 83,380
Computer and data processing services 79,850
Local QOVEINMENL .....ccveereeieeriesiee e 59,000
ComMMENCial DANKS .....oeveeceeiceice e 55,960

According to a2001 survey by Robert Half International, astaff-
ing services firm specializing in accounting and finance, directors
of finance earned between $70,750 and $202,750, and corporate
controllers earned between $53,500 and $150,250.

The results of the Association for Financial Professionals’ 13th
annual compensation survey are presented intable 1. The earnings
listed in the table represent total compensation, including bonuses
and deferred compensation, for 2001. Financial officers average
total compensation was $122,170.

Large organizations often pay more than small ones, and salary
levels also can depend on the type of industry and location. Many
financial managers in private industry receive additional compen-
sation in the form of bonuses, which also vary substantially by size
of firm. Deferred compensation inthe form of stock optionsasois
becoming more common.

Table 1. Average earnings for selected financial managers, 2001

Vice president of fiNANCE ........ccovvvveeinreesee e $178,724
TIEASUIEN ...t 158,404
Assistant vice president-finance .........cccccveeveeveevenereiesesee e 128,272
Controller/comptroller 119,220
Director .......ccoveveeireruennnen 110,704
Assistant treasurer ...........oceeveenee. 105,885
Assistant controller/comptroller 99,856
M@NAGET ...t 81,720
Cash MANBGEY ......ccceveieeiesieiee e neens 60,424

SOURCE: Association for Financial Professionals

Related Occupations

Financial managers combine formal education with experience in
one or more areas of finance, such as asset management, lending,
credit operations, securities investment, or insurance risk and loss
control. Workers in other occupations requiring similar training
and skillsinclude accountants and auditors; budget analysts; credit
authorizers, checkers, and clerks; financial analysts and personal
financial advisors; insurance underwriters; loan counselors and

35



officers; securities, commodities, and financia services salesagents;
and real estate brokers and sales agents.

Sour ces of Additional Information
For information about careers and certification in financial man-
agement, contact:
» American Bankers Association, 1120 Connecticut Ave. NW., Washing-
ton, DC 20036. Internet: http://www.aba.com
» Financial Management Association International, College of Business
Administration, University of South Florida, Tampa, FL 33620-5500.
Internet: http://www.fma.org

For information about financial careersin business credit man-
agement; the Credit Business Associate, Credit Business Fellow,
and Certified Credit Executive programs, contact:
> National Association of Credit Management, Credit Research Founda-
tion, 8840 Columbia 100 Pkwy., Columbia, MD 21045-2158. Internet:
http://www.nacm.org

For information about careersin financial and treasury manage-
ment and the Certified Cash Manager, Certified Financial and Trea-
sury Management, and Certified International Cash Management
programs, contact:
» Association for Financial Professionals, 7315 Wisconsin Ave., Suite 600
West, Bethesda, MD 20814. Internet: http://www.afponline.org

For information about the Chartered Financial Analyst program,
contact:
» Association for Investment Management and Research, PO. Box
3668, 560 Ray Hunt Dr., Charlottesville, VA 22903. Internet:
http://www.aimr.org

For information about the Certified Government Financial Man-
ager designation, contact:
» Association of Government Accountants, 2208 Mount Vernon Ave., Alex-
andria, VA 22301-1314. Internet: http://www.agacgfm.org

. ________________________________________________________|
Food Service Managers

(O*NET 11-9051.00)

Significant Points

e Although many experienced food and beverage
preparation and service workers are promoted to fill
manageria jobs, applicants with a bachelor’s or
associate degree in restaurant and ingtitutional food
service management should have the best job
opportunities.

e Most new jobswill arisein eating and drinking places
as the number of establishments increases along with
the population, personal incomes, and leisure time.

e Asmore restaurant managers are employed by larger
companies to run establishments, job opportunities
should be better for salaried managers than for self-
employed managers.

Nature of the Work

The daily responsibilities of many food service managers can of -
ten be as complicated as some of the meals prepared by a fine
chef. In addition to the traditional duties of selecting and pricing
menu items, using food and other supplies efficiently, and achiev-
ing quality in food preparation and service, managers now are re-
sponsible for a growing number of administrative and human
resource tasks. For example, managers must carefully find and
evaluate new ways of recruiting employeesin atight job market.
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Once hired, managers also must find creative waysto retain expe-
rienced workers.

In most restaurants and institutional food service facilities, the
manager is assisted in these duties by one or more assi stant manag-
ers, depending on the size and operating hours of the establishment.
In most large establishments, as well as in many smaller ones, the
management team consists of ageneral manager, one or moreassis-
tant managers, and an executive chef. The executive chef isrespon-
sible for the operation of the kitchen, while the assistant managers
oversee serviceinthedining room and other areas. Insmaller restau-
rants, the executive chef also may bethe general manager, and some-
times an owner. In fast-food restaurants and other food service
facilities open for long hours—often 7 days a week—several assis-
tant managers, each of whom supervises a shift of workers, aid the
manager. (For additional information on these other workers, seethe
Handbook statements on top executives and chefs, cooks, and food
preparation workers.)

One of the most important tasks of food service managers is
selecting successful menu items. Thistask varies by establishment
because, although many restaurants rarely change their menu, oth-
ers make frequent alterations. Managers or executive chefs select
menu items, taking into account the likely number of customers
and the past popularity of dishes. Other issuestaken into consider-
ation when planning a menu include unserved food |eft over from
prior meals that should not be wasted, the need for variety, and the
seasonal availability of foods. Managers or executive chefs ana-
lyze the recipes of the dishes to determine food, labor, and over-
head costs, and to assign prices to various dishes. Menus must be
developed far enough in advance that supplies can be ordered and
received in time.

On a daily basis, managers estimate food consumption, place
orders with suppliers, and schedule the delivery of fresh food and
beverages. They receiveand check the content of deliveries, evalu-
ating the quality of meats, poultry, fish, fruits, vegetables, and baked
goods. To ensure good service, managers meet with salesrepresen-
tatives from restaurant suppliersto place orders replenishing stocks
of tableware, linens, paper, cleaning supplies, cooking utensils, and
furniture and fixtures. They aso arrange for equipment mainte-
nance and repairs, and coordinate avariety of servicessuch aswaste
removal and pest control.

The quality of food dishes and services in restaurants depends
largely on a manager’s ability to interview, hire, and, when neces-
sary, fireemployees. Thisisespecially truein tight labor markets,
when many managers report difficulty in hiring experienced food
and beverage preparation and service workers. Managers may at-
tend career fairs or arrange for newspaper advertising to expand
their pool of applicants. Once anew employee is hired, managers
explain the establishment’s policies and practices and oversee any
necessary training. Managers also schedule the work hours of em-
ployees, making sure there are enough workers present to cover
peak dining periods. If employees are unable to work, managers
may have to fill in for them. Some managers regularly help with
cooking, clearing of tables, or other tasks.

Another fundamental responsibility of food service managersis
supervising the kitchen and dining room. For example, managers
often overseedll food preparation and cooking, examining the quality
and portion sizes to ensure that dishes are prepared and garnished
correctly and in atimely manner. They alsoinvestigate and resolve
customers' complaints about food quality or service. To maintain
company and government sanitation standards, they direct the clean-
ing of thekitchen and dining areas and washing of tableware, kitchen
utensils, and equipment. Managersalso monitor the actions of their
employees and patrons on a continual basis to ensure that health
and safety standards and local liquor regulations are obeyed.



In addition to their regular duties, food service managers have a
variety of administrative responsibilities. Although much of this
work is delegated to a bookkeeper in alarger establishment, man-
agersin most smaller establishments, such as fast-food restaurants,
must keep records of the hours and wages of employees, prepare
the payroll, and fill out paperwork in compliance with licensing
laws and reporting requirements of tax, wage and hour, unemploy-
ment compensation, and Social Security laws. Managersa so main-
tain records of supply and equipment purchases and ensure that
accounts with suppliers are paid on a regular basis. In addition,
managers in full-service restaurants record the number, type, and
cost of items sold to evaluate and discontinue dishes that may be
unpopular or less profitable.

Many managers are able to ease the burden of recordkeeping
and paperwork through the use of computers. Point-of-service
(POS) systems are used in many restaurants to increase employee
productivity and allow managersto track the sales of specific menu
items. Using a POS system, a server keysin the customer’s order,
and the computer immediately sends the order to the kitchen so
that preparation can begin. The same system totals checks, acts as
acashregister and credit card authorizer, and tracks daily sales. To
minimize food costs and spoilage, many managers use inventory-
tracking software to compare the record of daily sales from the
POS with a record of present inventory. In some establishments,
when supplies needed for the preparation of popular menu items

Managers estimate food consumption, place orders with suppliers,
and schedule the delivery of fresh food and beverages.

run low, additional inventory can be ordered directly from the sup-
plier using the computer. Computersalso allow restaurant and food
service managersto more efficiently keep track of employee sched-
ules and pay.

Technology also impacts the job of food service managers in
many other ways, helping to enhance efficiency and productivity.
According to the 2000 National Restaurant Association’'s
Tableservice Operator Survey, for example, Internet uses by food
service managersincluded tracking industry news, finding recipes,
conducting market research, purchasing supplies or equipment, re-
cruiting employees, and training staff. Internet access also makes
service to customers more efficient. Many restaurants maintain
websites that include menus and online promotions and provide
information about the restaurant’s location and the option to make
areservation.

Managers are among the first to arrive in the morning and the
last to leave. At the conclusion of each day, or sometimes each
shift, managerstally the cash and charge receipts received and bal -
ancethem against therecord of sales. Inmost cases, they arerespon-
sible for depositing the day’s receipts at the bank or securing them
in asafe place. Finally, managers are responsible for locking up,
checking that ovens, grills, and lightsare off, and switching on alarm
systems.

Working Conditions
Evenings and weekends are popular dining periods, making night
and weekend work common among managers. Many managers of
ingtitutional food service facilities work more conventional hours
because factory and office cafeterias usually are open only on week-
days for breakfast and lunch. However, hours for many managers
are unpredictable, asmanagers may haveto fill infor absent workers
on short notice. Itiscommon for food service managersto work 50
or more hours per week, 7 days aweek, and 12 to 15 hours per day.
Managers often experience the pressure of simultaneously coor-
dinating awide range of activities. When problems occur, it isthe
responsibility of the manager to resolve them with minimal disrup-
tion to customers. Thejob can be hectic during peak dining hours,
and dealing with irate customers or uncooperative employees can
be stressful.

Employment

Food service managers held about 465,000 jobsin 2000. Most man-
agers are salaried, but about 1 in 3 was self-employed. Most work
in restaurants or for contract institutional food service companies,
while a smaller number are employed by educational institutions,
hospitals, nursing and personal carefacilities, and civic, social, and
fraternal organizations. Jobs are located throughout the country,
with large cities and tourist areas providing more opportunities for
full-service dining positions.

Training, Other Qualifications, and Advancement

Most food service management companies and national or regional
restaurant chains recruit management trainees from 2- and 4-year
college hospitality management programs. Food service and res-
taurant chains prefer to hire people with degrees in restaurant and
institutional food service management, but they often hire gradu-
ates with degrees in other fields who have demonstrated interest
and aptitude. Some restaurant and food service manager positions,
particularly self-service and fast food, are filled by promoting ex-
perienced food and beverage preparation and service workers.
Waiters, waitresses, chefs, and fast-food workers demonstrating
potential for handling increased responsibility sometimes advance
to assistant manager or management trainee jobs. Executive chefs
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need extensive experience working as chefs, and general managers
need experience as assistant managers.

A bachelor’s degree in restaurant and food service management
providesaparticularly strong preparation for acareer in thisoccupa-
tion. A number of collegesand universities offer 4-year programsin
restaurant and hotel management or institutional food service man-
agement. For those not interested in pursuing a4-year degree, com-
munity and junior colleges, technical institutes, and other institutions
offer programsin these fieldsleading to an associate degree or other
formal certification. Both 2- and 4-year programs provide instruc-
tion in subjects such as nutrition and food planning and prepara-
tion, as well as accounting, business law and management, and
computer science. Some programs combine classroom and labora-
tory study with internships that provide on-the-job experience. In
addition, many educational institutions offer culinary programsthat
providefood preparation training. Thistraining canlead to acareer
as acook or chef and provide a foundation for advancement to an
executive chef position.

Most restaurant chains and food service management compa-
nies have rigorous training programs for management positions.
Through acombination of classroom and on-the-job training, train-
ees receive instruction and gain work experience in all aspects of
the operations of a restaurant or institutional food service facility.
Topicsincludefood preparation, nutrition, sanitation, security, com-
pany policies and procedures, personnel management,
recordkeeping, and preparation of reports. Training on use of the
restaurant’s computer system is increasingly important as well.
Usually after 6 months or ayear, trainees receive their first perma-
nent assignment as an assi stant manager.

Most employers emphasize personal qualitieswhen hiring man-
agers. For example, self-discipling, initiative, and leadership abil-
ity are essential. Managers must be able to solve problems and
concentrate on details. They need good communication skills to
deal with customers and suppliers, aswell asto motivate and direct
their staff. A neat and clean appearance is a must because they
often are in close personal contact with the public. Food service
management can be demanding, so good health and stamina also
are important.

The certified Foodservice Management Professional (FMP) des-
ignation is ameasure of professional achievement for food service
managers. Although not arequirement for employment or advance-
ment in the occupation, voluntary certification provides recogni-
tion of professional competence, particularly for managers who
acquired their skills largely on the job. The Educational Founda
tion of the National Restaurant Association awardsthe FMP desig-
nation to managers who achieve a qualifying score on a written
examination, compl ete a series of coursesthat cover arange of food
service management topics, and meet standards of work experience
inthefield.

Willingness to relocate often is essential for advancement to
positions with greater responsibility. Managerstypically advance
to larger establishments or regional management positions within
restaurant chains. Some eventually open their own eating and
drinking establishments. Otherstransfer to hotel management po-
sitions because their restaurant management experience provides
agood background for food and beverage manager jobs in hotels
and resorts.

Job Outlook

Employment of food service managersisexpected to increase about
as fast as the average for al occupations through 2010. In addi-
tion to employment growth, the need to replace managerswho trans-
fer to other occupations or stop working will create many job
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openings. Applicants with abachelor’s or associate degree in res-
taurant and institutional food service management should have the
best job opportunities.

Projected employment growth varies by industry. Most new
jobs will arise in eating and drinking places as the number of
establishments increases along with the population, personal in-
comes, and leisuretime. Inaddition, manager jobswill increasein
eating and drinking places as schools, hospitals, and other busi-
nesses contract out more of their food servicesto institutional food
service companies within the eating and drinking industry. Food
service manager jobs still are expected to increase in many of the
latter industries, but growth will be slowed as contracting out be-
comes more common. Growth in the elderly population should
result in more food service manager jobs in nursing homes and
other healthcare institutions, and in residential-care and assisted-
living facilities.

Job opportunities should be better for salaried managers than
for self-employed managers. New restaurantsareincreasingly affili-
ated with national chains rather than being independently owned
and operated. Asthistrend continues, fewer owners will manage
restaurants themselves, and more restaurant managers will be em-
ployed by larger companies to run establishments.

Earnings

Median annual earnings of food service managers were $31,720in
2000. Themiddle50 percent earned between $24,500 and $41,000.
The lowest 10 percent earned less than $19,200, and the highest 10
percent earned more than $53,090. Median annual earnings in the
industries employing the largest numbers of food service managers
in 2000 are shown below.

Miscellaneous amusement and recreation Services.................... $37,000
Hotels and MOLEIS.......cccveiieeeseee e
Nursing and personal care facilities........ccooveveerencnenccne
Eating and drinking places.........c.cccc....

Elementary and secondary schools

In addition to typical benefits, most salaried restaurant and food
service managers receive free meals and the opportunity for addi-
tional training, depending on their length of service.

Related Occupations

Food service managers direct the activities of businesses, which
provide aservice to customers. Other managers and supervisorsin
service-oriented businessesinclude |odging managers, medical and
health services managers, sales worker supervisors, financial man-
agers, social and community service managers, and first line super-
visors/managers of food preparation and serving workers.

Sour ces of Additional Information
Information about a career as afood service manager, 2- and 4-year
college programs in restaurant and food service management, and
certification as a Foodservice Management Professional is avail-
able from:
> National Restaurant Association Educational Foundation, Suite 1400, 250
South Wacker Dr., Chicago, IL 60606. Internet: http://www.edfound.org
General information on hospitality careersmay be obtained from:
» The International Council on Hotel, Restaurant, and Institutional
Education, 3205 Skipwith Rd., Richmond, VA 23294. Internet:
http://www.chrie.org
Additional information about job opportunities in food service
management may be obtained from local employersand from local
offices of the State employment service.
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Funeral Directors

(O*NET 11-9061.00, 39-4011.00)

Significant Points
e Funeral directors must be licensed by their State.

¢ Job opportunities should be good, but mortuary science
graduates may have to relocate to find jobs as funeral
directors.

e Job outlook should be best for those who also embalm.

Nature of the Work

Funeral practices and rites vary greatly among various cultures and
religions. Among the many diverse groups in the United States,
funeral practices usualy share some common elements: Removal
of the deceased to a mortuary, preparation of the remains, perfor-
mance of a ceremony that honors the deceased and addresses the
spiritual needs of the family, and the buria or destruction of the
remains. Funeral directors arrange and direct these tasksfor griev-
ing families.

Funeral directorsalso are called morticians or undertakers. This
career may not appeal to everyone, but those who work as funeral
directors take great pride in their ability to provide efficient and
appropriate services. They also comfort the family and friends of
the deceased.

Funeral directors arrange the details and handle the logistics of
funerals. They interview the family to learn what they desire with
regard to the nature of the funeral, the clergy members or other
persons who will officiate, and the final disposition of the remains.
Sometimes the deceased |eaves detailed instructions for their own
funerals. Together with the family, funeral directors establish the
location, dates, and times of wakes, memorial services, and burials.
They arrange for a hearse to carry the body to the funeral home or
mortuary.

Funeral directors aso prepare obituary notices and have them
placed in newspapers, arrange for pallbearers and clergy, schedule
the opening and closing of a grave with the cemetery, decorate and
prepare the sites of al services, and provide transportation for the
remains, mourners, and flowers between sites. They aso direct
preparation and shipment of remains for out-of-State burial.

Most funeral directors also are trained, licensed, and practicing
embalmers. Embalming is a sanitary, cosmetic, and preservative
process through which the body is prepared for interment. If more
than 24 hours el apses between death and interment, State laws usu-
ally require that the remains be refrigerated or embalmed.

The embalmer washes the body with germicidal soap and re-
places the blood with embalming fluid to preserve the body. Em-
balmers may reshape and reconstruct disfigured or maimed bodies
using materials, such asclay, cotton, plaster of Paris, and wax. They
also may apply cosmeticsto provide anatural appearance, and then
dressthe body and placeit inacasket. Embal mers maintain records
such as embaming reports, and itemized lists of clothing or valu-
ables delivered with the body. In large funeral homes, an embalm-
ing staff of two or more embalmers, plus several apprentices, may
be employed.

Funeral services may take place in a home, house of worship,
funeral home or at the gravesite or crematory. Services may be
nonreligious, but often they reflect the religion of the family, so
funeral directors must be familiar with the funeral and burial cus-
tomsof many faiths, ethnic groups, and fraternal organizations. For
example, members of some religions seldom have the bodies of the
deceased embalmed or cremated.

Burial in a casket is the most common method of disposing of
remainsin this country, although entombment also occurs. Crema-
tion, which is the burning of the body in a special furnace, isin-
creasingly selected becauseit can be more convenient and less costly.
Cremations are appealing because the remains can be easily shipped,
kept at home, buried, or scattered. Memorial services can be held
anywhere, and at any time, sometimes months later when all rela
tives and friends can get together. Even when the remains are cre-
mated, many people still want afuneral service.

A funeral servicefollowed by cremation need not be any differ-
ent from a funeral service followed by aburial. Usually cremated
remains are placed in some type of permanent receptacle, or urn,
before being committed to a final resting place. The urn may be
buried, placed in anindoor or outdoor mausoleum or columbarium,
or interred in aspecial urn garden that many cemeteries provide for
cremated remains.

Funeral directors handl e the paper work involved with the person’s
death, such as submitting papersto State authorities so that aformal
certificate of death may beissued and copiesdistributed to the heirs.
They may help family members apply for veterans' burial benefits,
and notify the Social Security Administration of the death. Also,
funeral directors may apply for the transfer of any pensions, insur-
ance policies, or annuities on behalf of survivors.

Funeral directors also prearrange funerals. Increasingly, they
arrange funerals in advance of need to provide peace of mind by
ensuring that the client’s wishes will be taken care of in away that
is satisfying to the person and to those who will survive.

Most funeral homes are small, family-run businesses, and the
funeral directors either are owner-operators or employees of the
operation. Funeral directors, therefore, are responsible for the suc-
cessand the profitability of their businesses. Directorskeep records
of expenses, purchases, and services rendered; prepare and send
invoicesfor services; prepare and submit reportsfor unemployment
insurance; prepare Federal, State, and local tax forms; and prepare
itemized billsfor customers. Funeral directorsincreasingly are us-
ing computers for billing, bookkeeping and marketing. Some are
beginning to use the Internet to communicate with clients who are
preplanning their funerals, or to assist clients by developing elec-
tronic obituaries and guest books. Directors striveto foster a coop-
erative spirit and friendly attitude among employees and a
compassi onate demeanor towards the families. A growing number
of funeral directors also are involved in helping individuals adapt
to changes in their lives following a death through postdeath sup-
port group activities.

Funeral directors explain burial options and arrange details of
funerals with clients.
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Most funeral homes have a chapel, one or more viewing rooms,
a casket-selection room, and a preparation room. An increasing
number also have a crematory on the premises. Equipment may
include ahearse, aflower car, limousines, and sometimes an ambu-
lance. They usually stock a selection of caskets and urns for fami-
lies to purchase or rent.

Working Conditions

Funeral directors often work long, irregular hours, and the occupa-
tion can be considered avery high-stressjob. Many work on an on-
cal basis, because they may be needed to remove remains in the
middle of the night. Shiftwork sometimes is necessary because
funeral home hours include evenings and weekends. In smaller
funeral homes, working hours vary, but in larger homes employees
usually work 8 hours aday, 5 or 6 days a week.

Funeral directors occasionally come into contact with the re-
mains of persons who had contagious diseases, but the possibility
of infection is remote if strict health regulations are followed.

To show proper respect and consideration for the families and
the dead, funeral directors must dress appropriately. The profes-
sion usually requires short, neat haircuts and trim beards, if any, for
men. Suits, ties, and dresses are customary for aconservative look.

Employment

Funeral directors held about 32,000 jobs in 2000. Almost 1in5
were self-employed. Nearly al worked in the funeral service and
crematory industry. Embalmers held about 7,200 jobs in 2000.
Most funeral directors also are trained, licensed, and practicing
embalmers.

Training, Other Qualifications, and Advancement

Funeral directors must be licensed in all but one State, Colorado.
Licensing laws vary from State to State, but most require appli-
cantsto be 21 years old, have 2 years of formal education that in-
cludes studies in mortuary science, serve a 1-year apprenticeship,
and pass a qualifying examination. After becoming licensed, new
funeral directors may join the staff of afuneral home. Embalmers
must be licensed in all States, and some States issue a single li-
censefor both funeral directorsand embalmers. In Statesthat have
separate licensing requirements for the two positions, most people
inthe field obtain both licenses. Personsinterested in acareer asa
funeral director should contact their State licensing board for spe-
cific requirements.

College programs in mortuary science usualy last from 2 to 4
years, the American Board of Funeral Service Education accredits
49 mortuary science programs. Two-year programsare offered by a
small number of community and junior colleges, and a few col-
leges and universities offer both 2- and 4-year programs. Mortuary
science programs include courses in anatomy, physiology, pathol-
ogy, embalming techniques, restorative art, business management,
accounting and use of computersin funeral home management, and
client services. They alsoinclude coursesin the social sciencesand
legal, ethical, and regulatory subjects, such as psychology, grief
counseling, oral and written communication, funeral service law,
business law, and ethics.

The Funera Service Educational Foundation and many State as-
sociations offer continuing education programs designed for licensed
funeral directors. These programs address issues in communica-
tions, counseling, and management. Thirty-two States haverequire-
ments that funeral directors receive continuing education creditsin
order to maintain their licenses.

Apprenticeships must be completed under an experienced and
licensed funeral director or embalmer. Depending on State regula-
tions, apprenticeships last from 1 to 3 years and may be served
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before, during, or after mortuary school. Apprenticeships provide
practical experience in all facets of the funeral service from em-
balming to transporting remains.

State board licensing examinations vary, but they usually con-
sist of written and oral parts and include a demonstration of practi-
cal skills. Personswho want to work in another State may haveto
passthe examination for that State; however, some States havereci-
procity arrangements and will grant licenses to funeral directors
from another State without further examination.

High school students can start preparing for acareer asafunera
director by taking coursesin biology and chemistry and participat-
ing in public speaking or debate clubs. Part-time or summer jobsin
funeral homes consist mostly of maintenance and cleanup tasks,
such as washing and polishing limousines and hearses, but these
tasks can help students become familiar with the operation of funeral
homes.

Important personal traits for funeral directors are composure,
tact, and the ability to communicate easily with the public. They
also should have the desire and ability to comfort people in their
time of sorrow.

Advancement opportunities are best in larger funeral homes—
funeral directors may earn promotions to higher paying positions
such as branch manager or general manager. Some directors even-
tually acquire enough money and experience to establish their own
funeral home businesses.

Job Outlook

Little or no changeisexpected in overall employment through 2010.
Employment of funera directorsis projected toincrease more slowly
than the average for all occupations as the number of deaths in-
crease, spurring demand for funeral services. Employment of em-
balmers, however, is expected to decline slightly since most funeral
directors also are trained, licensed, and practicing embamers.

The need to replace funeral directors who retire or leave the oc-
cupation for other reasons will account for more job openings than
employment growth. Typically, anumber of mortuary science gradu-
ates leave the profession shortly after becoming licensed funeral
directorsto pursue other career interests, and thistrend is expected
to continue. Also, more funeral directors are 55 years old and over
compared with workersin other occupations, and will beretiringin
greater numbers between 2000 and 2010. Although employment
opportunities for funeral directors are expected to be good, mortu-
ary science graduates may have to relocate to find jobs in funeral
services.

Earnings

Median annual earningsfor funeral directorswere $41,110in 2000.
The middle 50 percent earned between $30,680 and $57,290. The
lowest 10 percent earned less than $22,140, and the top 10 percent
more than $85,780.

Salaries of funeral directors depend on the number of years of
experience in funeral service, the number of services performed,
the number of facilities operated, the area of the country, the size of
the community, and the level of formal education. Funeral direc-
torsinlarge citiesearned more than their counterpartsin small towns
and rural areas.

Median annual earnings for embalmers were $32,870 in 2000.
The middle 50 percent earned between $25,840 and $41,760. The
lowest 10 percent earned less than $18,840, and the top 10 percent
more than $52,130.

Related Occupations
Thejob of afunera director requires tact, discretion, and compas-
sion when dealing with grieving people. Others who need these



qualities include members of the clergy, social workers, psycholo-
gists, physiciansand surgeons, and other health diagnosing and treat-
ing practitioners.

Sources of Additional Information
For alist of accredited mortuary science programs and information
on the funeral service profession, write to:
» The National Funeral Directors Association, 13625 Bishop’s Dr.,
Brookfield, WI 53005. Internet: http://www.nfda.org

For information about college programs in mortuary science,
scholarships, and funeral service as a career, contact:
» The American Board of Funeral Service Education, 38 Florida Ave.,
Portland, ME 04103. Internet: http://www.abfse.or g/index.html

For information on continuing education programs in funera
service, contact:
» The Funeral Service Educational Foundation, 13625 Bishop’s Dr.,
Brookfield, W1 53005. Internet: http://www.fsef.org

. ________________________________________________________|
Human Resources, Training, and

Labor Relations Managers and
Specialists

(O*NET 11-3041.00, 11-3042.00, 11-3049.99, 13-1071.01, 13-1071.02,
13-1072.00, 13-1073.00)

Significant Points

e Employers usually seek college graduates for entry-
level jobs.

¢ Depending on the particular job, a strong background
in human resources, business, technical, or liberal arts
subjects may be preferred.

e Keen competition for jobs is expected due to the
abundant supply of qualified college graduates and
experienced workers.

Nature of the Work

Attracting the most qualified employees and matching them to the
jobs for which they are best suited is important for the success of
any organization. However, many enterprises are too large to per-
mit close contact between top management and employees. Hu-
man resources, training, and labor relations managers and speciaists
provide thislink. In the past, these workers have been associated
with performing the administrative function of an organization, such
as handling employee benefits questions or recruiting, interview-
ing, and hiring new personnel in accordance with policies and re-
quirements that have been established in conjunction with top
management. Today’s human resources workers juggle these tasks
and, increasingly, consult top executives regarding strategic plan-
ning. They have moved from behind-the-scenes staff work to |ead-
ing the company in suggesting and changing policies. Senior
management is recognizing the importance of the human resources
department to their bottom line.

In an effort to improve morale and productivity and limit job
turnover, they also help their firms effectively use employee skills,
provide training opportunities to enhance those skills, and boost
employee satisfaction with their jobs and working conditions. Al-
though some jobsin the human resources field require only limited
contact with people outside the office, dealing with people is an
essential part of the job.

Inasmall organization, ahuman resources generalist may handle
all aspects of human resources work, requiring a broad range of
knowledge. Theresponsibilitiesof human resourcesgeneralistscan
vary widely, depending on their employer’s needs. In alarge cor-
poration, the top human resources executive usually develops and
coordinates personnel programs and policies. (Executives are
included in the Handbook statement on top executives.) Thesepoli-
cies are usually implemented by a director or manager of human
resources and, in some cases, a director of industrial relations.

The director of human resources may oversee severa depart-
ments, each headed by an experienced manager, who most likely
specializesin one personnel activity such as employment, compen-
sation, benefits, training and development, or employee relations.

Employment and placement managers oversee the hiring and
separation of employees and supervise various workers, including
equal employment opportunity specialists and recruitment special-
ists. Employment, recruitment, and placement specialists recruit
and place workers.

Recruiters maintain contacts within the community and may
travel extensively, often to college campuses, to search for promis-
ing job applicants. Recruitersscreen, interview, and sometimestest
applicants. They also may check references and extend job offers.
These workers must be thoroughly familiar with the organization
and its personnel palicies to discuss wages, working conditions,
and promotional opportunities with prospective employees. They
also must keep informed about equal employment opportunity (EEO)
and affirmative action guidelines and laws, such as the Americans
with Disabilities Act.

EEO officers, representatives, or affirmative action coordina-
tors handle this area in large organizations. They investigate and
resolve EEO grievances, examine corporate practices for possible
violations, and compile and submit EEO statistical reports.

Employer relations representatives, who usually work in gov-
ernment agencies, maintain working relationships with local em-
ployers and promote the use of public employment programs and
services. Similarly, employment interviewers—whose many job
titles include personnel consultants, personnel development spe-
cialists, and human resources coordinators—help match employ-
erswith qualified job seekers.

Compensation, benefits, and job analysi s specialists conduct pro-
grams for employers and may specialize in specific areas such as
position classifications or pensions. Job analysts, sometimes called
position classifiers, collect and examine detail ed i nformation about
job duties to prepare job descriptions. These descriptions explain
the duties, training, and skills each job requires. Whenever alarge
organization introduces a new job or reviews existing jobs, it calls
upon the expert knowledge of the job analyst.

Occupational analysts conduct research, usually in large firms.
They are concerned with occupational classification systems and
study the effects of industry and occupational trends upon worker
relationships. They may serve astechnical liaison between thefirm
and industry, government, and labor unions.

Establishing and maintaining a firm's pay system is the princi-
pal job of the compensation manager. Assisted by staff specialists,
compensation managers devise ways to ensure fair and equitable
pay rates. They may conduct surveys to see how their rates com-
pare with others and to see that the firm’s pay scale complies with
changing laws and regulations. In addition, compensation manag-
ers often oversee their firm's performance evaluation system, and
they may design reward systems such as pay-for-performance plans.

Employee benefits managers and specialists handle the
company’s employee benefits program, notably itshealth insurance
and pension plans. Expertise in designing and administering ben-
efits programs continues to gain importance as employer-provided
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benefits account for a growing proportion of overall compensation
costs, and as benefit plansincrease in number and complexity. For
example, pension benefits might include savings and thrift, profit
sharing, and stock ownership plans; health benefits may include
long-term catastrophic illness insurance and dental insurance. Fa-
miliarity with health benefitsisatop priority, asmorefirmsstruggle
to cope with the rising cost of health care for employees and retir-
ees. In addition to health insurance and pension coverage, some
firms offer employees life and accidental death and dismember-
ment insurance, disability insurance, and relatively new benefits
designed to meet the needs of a changing work force, such as pa-
rental leave, child and elder care, long-term nursing home care in-
surance, employee assi stance and wellness programs, and flexible
benefits plans. Benefits managers must keep abreast of changing
Federal and State regulations and legislation that may affect
employee benefits.

Employee assistance plan managers, also called employee wel-
fare managers, are responsible for awide array of programs cover-
ing occupational safety and health standards and practices; health
promotion and physical fitness, medical examinations, and minor
health treatment, such asfirst aid; plant security; publications; food
service and recreation activities; car pooling and transportation pro-
grams, such as transit subsidies; employee suggestion systems,
childcare and elder care; and counseling services. Child care and
elder care are increasingly important due to growth in the number
of dual-income households and the elderly population. Counseling
may help employees deal with emotional disorders, alcoholism, or
marital, family, consumer, legal, and financial problems. Some
employers offer career counseling as well. In large firms, certain
programs, such as security and safety, may be in separate depart-
ments headed by other managers.

Training and devel opment manager sand specialists conduct and
supervise training and development programs for employees. In-
creasingly, management recognizes that training offers a way of
developing skills, enhancing productivity and quality of work, and
building loyalty to thefirm. Trainingiswidely accepted asamethod
of improving employee morale, but thisis only one of the reasons
for its growing importance. Other factors include the complexity
of the work environment, the rapid pace of organizational and tech-
nological change, and the growing number of jobs in fields that
constantly generate new knowledge. Inaddition, advancesinlearn-
ing theory have provided insights into how adults learn, and how
training can be organized most effectively for them.

Training specialists plan, organize, and direct a wide range of
training activities. Trainers conduct orientation sessions and ar-
range on-the-job training for new employees. They help rank-and-
file workers maintain and improve their job skills, and possibly
prepare for jobs requiring greater skill. They help supervisorsim-
prove their interpersonal skills in order to deal effectively with
employees. They may set up individualized training plans to
strengthen an employee’s existing skills or teach new ones. Train-
ing specialists in some companies set up leadership or executive
development programs among employeesin lower level positions.
These programs are designed to develop potential and current ex-
ecutives to replace those retiring. Trainers also lead programs to
assist employees with transitions due to mergers and acquisitions,
as well as technological changes. In government-supported train-
ing programs, training specialists function as case managers. They
first assess the training needs of clients, then guide them through
the most appropriate training method. After training, clients either
may bereferred to employer relationsrepresentatives or receivejob
placement assistance.

Planning and program development is an important part of the
training specialist’s job. In order to identify and assess training
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needs within the firm, trainers may confer with managers and su-
pervisorsor conduct surveys. They aso periodically evaluatetrain-
ing effectiveness.

Depending on the size, goals, and nature of the organization,
trainers may differ considerably in their responsibilities and in the
methods they use. Training methods include on-the-job training;
schools in which shop conditions are duplicated for trainees prior
to putting them on the shop floor; apprenticeship training; class-
room training; and electronic learning, which may involveinterac-
tive I nternet-based training, multimediaprograms, distancelearning,
satellitetraining, videos and other computer-aided instructional tech-
nologies, simulators, conferences, and workshops.

Thedirector of industrial relations forms labor policy, oversees
industrial labor relations, negotiates collective bargaining agree-
ments, and coordinates grievance procedures to handle complaints
resulting from disputes with unionized employees. The director of
industrial relations also advises and collaborates with the director
of human resources, other managers, and members of their staff,
because all aspects of personnel policy—such as wages, benefits,
pensions, and work practices—may be involved in drawing up a
new or revised contract.

Labor relations managers and their staffs implement industrial
labor relations programs. When a collective bargaining agreement
isup for negotiation, labor relations specialists prepare information
for management to use during negotiation, which requires familiar-
ity with economic and wage dataaswell as extensive knowledge of
labor law and collective bargaining trends. Thelabor relations staff
interprets and administers the contract with respect to grievances,
wages and salaries, employee welfare, health care, pensions, union
and management practices, and other contractual stipulations. As
union membership is continuing to decline in most industries, in-
dustrial relations personnel are working more with employees who
are not members of alabor union.

Dispute resol ution—attai ning tacit or contractual agreements—
has become increasingly important as parties to a dispute attempt

ASRESSING | Evy L% OF INTRRVE

Human resources workers have moved from behind-the-scenes of
recruiting to leading the company in suggesting and changing
policies.



to avoid costly litigation, strikes, or other disruptions. Dispute
resolution also has become more complex, involving employees,
management, unions, other firms, and government agencies. Spe-
cialistsinvolved in dispute resolution must be highly knowledge-
able and experienced, and often report to the director of industrial
relations. Conciliators, or mediators, advise and counsel labor
and management to prevent and, when necessary, resolve disputes
over labor agreements or other labor relation’sissues. Arbitrators,
sometimes called umpires or referees, decide disputes that bind
both labor and management to specific terms and conditions of
labor contracts. Labor relations specialists who work for unions
perform many of the same functions on behalf of the union and its
members.

Other emerging specialistsincludeinternational human resources
managers, who handle human resources issues related to a
company’s foreign operations, and human resources information
system specialists, who develop and apply computer programs to
process personnel information, match job seekers with job open-
ings, and handle other personnel matters.

Working Conditions

Personnel work usually takes place in clean, pleasant, and com-
fortable office settings. Arbitrators and mediators may work out of
their homes. Many human resources, training, and labor relations
managers and specialists work a standard 35- to 40-hour week.
However, longer hours might be necessary for some workers—for
example, labor relations managers and specialists, arbitrators, and
mediators—when contract agreements are being prepared and
negotiated.

Although most human resources, training, and labor relations
managers and specialists work in the office, some travel exten-
sively. For example, recruitersregularly attend professional meet-
ingsand visit college campusesto interview prospective employees,
arbitrators and mediators often must travel to the site chosen for
negotiations.

Employment

Human resources, training, and labor relations managers and spe-
cialists held about 709,000 jobsin 2000. The following tabulation
shows the distribution of jobs by occupational specialty:

Human resources ManagErS ..........cocceeeererererereieenieieieierenenenenenes 219,000
Training and development SPECIalisStS ......ccovevveeeererieeserieieeennes 204,000
Employment, recruitment, and placement speciaists ................. 199,000

Compensation, benefits, and job analysis specialists.................. 87,000

Human resources, training, and labor relations managers and
specialistswere employed invirtually every industry. About 21,000
specialists were self-employed, working as consultants to public
and private employers.

The private sector accounted for about 90 percent of salaried
jobs. Among these salaried jobs, services industries—including
business, health, social, management, and educational services—
accounted for about 46 percent of jobs; personnel supply services,
the largest employer among specific servicesindustries, accounted
for amost 10 percent of those. Manufacturing industries accounted
for nearly 13 percent of salaried jobs; while finance, insurance, and
real estate firms accounted for about 11 percent of jobs.

Federal, State, and local governments employed about 11 per-
cent of human resources managers and specidists. They handled
the recruitment, interviewing, job classification, training, salary
administration, benefits, employee relations, and related matters of
the Nation's public employees.

Training, Other Qualifications, and Advancement

Because of the diversity of duties and level of responsibility, the
educational backgrounds of human resources, training, and labor
relations managers and specialists vary considerably. Infilling en-
try-level jobs, employersusually seek college graduates. Many prefer
applicantswho have majored in human resources, personnel admini-
stration, or industrial and labor relations. Others look for college
graduateswith atechnical or business background or awell-rounded
liberal arts education.

Many collegesand universitieshave programsleading to adegree
in personnel, human resources, or labor relations. Some offer degree
programs in personnel administration or human resources manage-
ment, training and development, or compensation and benefits. De-
pending on the school, courses|eading to acareer in human resources
management may be found in departments of business administra-
tion, education, instructional technology, organi zational devel opment,
human services, communication, or public administration, or within
a separate human resources institution or department.

Because an interdisciplinary background is appropriate in this
field, acombination of coursesin the social sciences, business, and
behaviora sciencesisuseful. Some jobs may require a more tech-
nical or specialized background in engineering, science, finance, or
law, for example. Most prospective human resources specialists
should take courses in compensation, recruitment, training and de-
velopment, and performance appraisal, as well as courses in prin-
ciples of management, organizational structure, and industrial
psychology. Other relevant courses include business administra-
tion, public administration, psychology, sociology, political science,
economics, and statistics. Coursesin labor law, collective bargain-
ing, labor economics, labor history, and industrial psychology aso
provide a valuable background for the prospective labor relations
specidlist. Asin many other fields, knowledge of computers and
information systems also is useful.

An advanced degree is increasingly important for some jobs.
Many labor relations jobs require graduate study in industrial or
labor relations. A strong background inindustrial relations and law
is highly desirable for contract negotiators, mediators, and arbitra-
tors; in fact, many people in these speciaties are lawyers. A back-
ground in law also is desirable for employee benefits managers and
others who must interpret the growing number of laws and regula-
tions. A master’s degree in human resources, labor relations, or in
business administration with a concentration in human resources
management is highly recommended for those seeking general and
top management positions.

For many specialized jobs in the human resources field, previ-
ous experience is an asset; for more advanced positions, including
managers aswell as arbitrators and mediators, itisessential. Many
employers prefer entry-level workers who have gained some ex-
perience through an internship or work-study program while in
school. Personnel administration and human resources devel op-
ment require the ability to work with individuals as well as a com-
mitment to organizational goals. Thisfield also demandsother skills
people may develop elsewhere—using computers, selling, teach-
ing, supervising, and volunteering, among others. Thisfield offers
clerical workers opportunities for advancement to professional po-
sitions. Responsible positions sometimes arefilled by experienced
individualsfrom other fields, including business, government, edu-
cation, social services administration, and the military.

The human resources field demands a range of persona quali-
tiesand skills. Human resources, training, and |abor relations man-
agersand specialists must speak and write effectively. Thegrowing
diversity of the workforce requiresthat they work with or supervise
people with various cultural backgrounds, levels of education, and
experience. They must be able to cope with conflicting points of
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view, function under pressure, and demonstrate discretion, integ-
rity, fair-mindedness, and a persuasive, congenia personality.

The duties given to entry-level workers will vary depending on
whether they have a degree in human resource management, have
completed an internship, or have some other type of human re-
sources-rel ated experience. Entry-level employeescommonly learn
the profession by performing administrative duties—hel ping to en-
ter data into computer systems, compiling employee handbooks,
researching information for a supervisor, or answering the phone
and handling routine questions. Entry-level workers often enter
formal or on-the-job training programs in which they learn how to
classify jobs, interview applicants, or administer employee benefits.
They then are assigned to specific areas in the personnel depart-
ment to gain experience. Later, they may advance to a managerial
position, overseeing a major element of the personnel program—
compensation or training, for example.

Exceptional human resources workers may be promoted to di-
rector of personnel or industrial relations, which can eventually lead
to atop manageria or executive position. Others may join a con-
sulting firm or open their own business. A Ph.D. is an asset for
teaching, writing, or consulting work.

M ost organi zations specializing in human resources offer classes
intended to enhance the marketable skills of their members. Some
organizations offer certification programs, which are signs of com-
petence and can enhance one's advancement opportunities. For
example, the International Foundation of Employee Benefit Plans
confers the Certified Employee Benefit Specialist designation to
persons who complete a series of college-level courses and pass
exams covering employee benefit plans. The Society for Human
Resources Management hastwo levelsof certification—Professional
in Human Resources, and Senior Professional in Human Resources;
both require experience and a comprehensive exam.

Job Outlook

The abundant supply of qualified college graduates and experienced
workers should create keen competition for jobs. Overall employ-
ment of human resources, training, and labor relations managers
and speciaists is expected to grow about as fast as the average for
all occupationsthrough 2010. Inaddition to openingsdueto growth,
many job openingswill arise from the need to replace workers who
transfer to other occupations or leave the labor force.

L egislation and court rulings setting standardsin various areas—
occupational safety and health, equal employment opportunity,
wages, health, pension, and family leave, among others—will in-
crease demand for human resources, training, and labor relations
experts. Rising health care costs should continue to spur demand
for specialists to devel op creative compensation and benefits pack-
ages that firms can offer prospective employees. Employment of
labor relations staff, including arbitrators and mediators, should grow
as firms become more involved in labor relations, and attempt to
resolve potentially costly labor-management disputes out of court.
Additional job growth may stem from increasing demand for spe-
cidists in international human resources management and human
resources information systems.

Expected job growth varies by specialty. Many new jobs will
stem from increasing efforts throughout industry to recruit and re-
tain quality employees. As aresult, employment, recruitment, and
placement specialists are projected to grow as fast as average. Fur-
thermore, employersare expected to devote greater resourcesto job-
specific training programs in response to the increasing complexity
of many jobs, the aging of the work force, and technological ad-
vances that can leave employees with obsolete skills. This should
result in particularly strong demand for training and devel opment
speciaists across al industries.
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Demand should continue to be strong among firmsinvolved in
management, consulting, and personnel supply, as businesses in-
creasingly contract out personnel functions or hire personnel spe-
cialists on a temporary basis to meet the increasing cost and
complexity of training and development programs. Demand a so
should increase in firms that develop and administer complex em-
ployee benefits and compensation packages for other organizations.

Demand for human resources, training, and labor rel ations man-
agers and specialists also is governed by the staffing needs of the
firms for which they work. A rapidly expanding businessis likely
to hire additional human resources workers—either as permanent
employees or consultants—while abusiness that has experienced a
merger or areduction in its work force will require fewer human
resourcesworkers. Also, ashuman resources management becomes
increasingly important to the success of an organization, some small
and medium-size businesses that do not have a human resources
department may assign employees various human resources duties
together with other unrelated responsibilities. Inany particular firm,
the size and the job duties of the human resources staff are deter-
mined by the firm’s organizational philosophy and goals, skills of
its work force, pace of technological change, government regula-
tions, collective bargaining agreements, standards of professional
practice, and labor market conditions.

Job growth could be limited by the widespread use of computer-
ized human resourcesinformation systems that make workers more
productive. Similar to other workers, employment of human re-
sources, training, and labor relations managers and specialists, par-
ticularly in larger firms, may be adversely affected by corporate
downsizing, restructuring, and mergers.

Earnings

Annual salary rates for human resources workers vary according to
occupation, level of experience, training, location, and size of the
firm, and whether they are union members. Median annual earnings
of human resources managers were $59,000 in 2000. The middle 50
percent earned between $43,600 and $80,390. The lowest 10 per-
cent earned lessthan $33,360, and the highest 10 percent earned more
than $104,020. Median annual earnings in the industries employing
the largest numbers of human resources managersin 2000 were:

Computer and data processing SENVICES ......cvverererrereeerieneseneens $75,140
Telephone COMMUNICALION ........cvvverieeeerieesese e 71,340
L OCal QOVEINMENL ....cuevvenieiiiieeeesieeee e 61,730
Management and public relations ...........cccoeveivennineneieseene 57,240
HOSPITAIS ..ot 55,490

Median annual earnings of training and development specialists
were $40,830 in 2000. The middle 50 percent earned between
$30,450 and $54,390. The lowest 10 percent earned less than
$23,520, and the highest 10 percent earned more than $69,230.
Median annual earningsin theindustries employing thelargest num-
bers of training and development specialistsin 2000 were:

Computer and data processing SENVICES ......cvverererrereeerieneneneens $48,660
HOSPItAIS ...

Local government ...
State government .....
Commercial DanKS .........oceerriienrree s

Median annual earnings of employment, recruitment, and place-
ment specialists were $36,480 in 2000. The middle 50 percent
earned between $28,040 and $51,500. Thelowest 10 percent earned
less than $22,520, and the highest 10 percent earned more than
$71,040. Median annual earningsin 2000 in personnel supply ser-
vices, the industry employing the largest numbers of employment,
recruitment, and placement specialists, were $34,680.



Median annual earnings of compensation, benefits, and job analy-
sisspecialistswere $41,660 in 2000. The middle 50 percent earned
between $32,120 and $53,620. The lowest 10 percent earned less
than $25,170, and the highest 10 percent earned more than $68,480.
Median annual earningsin 2000 in local government, the industry
employing the largest numbers of compensation, benefits, and job
analysis specialists, were $46,430.

According to a 2001 salary survey conducted by the National
Association of Colleges and Employers, bachelor’s degree candi-
dates majoring in human resources, including labor relations, re-
ceived starting offers averaging $31,963 ayear.

According to a 2001 survey of compensation in the human re-
sourcesfield, conducted by Abbott, Langer, and Associates of Crete,
Ilinois, the median total cash compensation for selected personnel
and labor relations occupations were:

Compensation directors
Benefits directors...................
Training directors..................
Compensation managers
Industrial and labor relations supervisors ....
Recruitment and interviewing Managers.........coceeeevereerereneenenns

Regional/divisional/subsidiary human resources managers........
Human resources information Systems SUPErVisors .................... 64,209
Benefits SUPEIVISOrS ..o 60,393
Training material development speCialists.......ccccvvvervierecienns 58,403
Recruitment and interviewing specialists

(executive, managerial, and professional jobs) ........c....cccce.... 51,669

Training generalists (computer)
Job evaluation speciaists.........ccoceevrvenne.
Classroom iNStructors ..........ceeeeereereennns
Human resources records specialists

The average salary for personnel managers employed by the
Federal Government was $64,411 in 2001. The average salary for
occupational analysis speciaistswas $63,713; for employeerelations
specialists, $57,621; for labor relations speciaists, $65,498; and
for employee development specialists, $62,234. Salaries were
dightly higher in areas where the prevailing local pay level was
higher. There are no formal entry-level requirements for manage-
rial positions. Applicants must possess a suitable combination of
educational attainment, experience, and record of accomplishment.

Related Occupations

All human resources occupations are closely related. Other work-
erswith skillsand expertisein interpersonal relationsinclude coun-
sdlors, education administrators, public relations specidists, lawyers,
psychologists and other socia scientists, and social workers.

Sour ces of Additional Information
For information about careers in employee training and develop-
ment, contact:
» American Society for Training and Development, 1640 King St., Box
1443, Alexandrig, VA 22313. Internet: http://www.astd.org

For information about careersand certification in employee com-
pensation and benefits, contact:
> World at Work, 14040 Northsight Blvd., Scottsdale, AZ 85260. Internet:
http://www.wor ldatwork.org
> International Foundation of Employee Benefit Plans, 18700 W.
Bluemound Rd., PO. Box 69, Brookfield, WI 53008-0069. Internet:
http://www.ifebp.org

For information about academic programsinindustrial relations,
write to:
> Industrial Relations Research Association, University of Wisconsin, 7226
Socia Science Bldg., 1180 Observatory Dr., Madison, WI 53706. Internet:
http://www.irra.ssc.wisc.edu

Information about personnel careers in the healthcare industry
isavailable from:
» American Society for Healthcare Human Resources Administration,
One North Franklin, 31st Floor, Chicago, IL 60606. Internet:
http://www.ashhra.org
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Industrial Production Managers
(O*NET 11-3051.00)

Significant Points

e Whilethereis no standard preparation, a college
degree is required.

e Applicants with a college degree in industrial
engineering, management, or business administration,
and particularly those with an undergraduate
engineering degree and a master’s degree in business
administration or industrial management, enjoy the
best job prospects.

* Projected slower-than-average growth in employment
reflects increasing productivity.

Nature of the Work

Industrial production managers coordinate the resources and ac-
tivitiesrequired to produce millions of goodsevery year inthe United
States. Although their duties vary from plant to plant, industrial
production managers share many of the same major responsibili-
ties. These responsibilities include production scheduling, staff-
ing, procurement and maintenance of equipment, quality control,
inventory control, and the coordination of production activitieswith
those of other departments.

The primary mission of industrial production managersis plan-
ning the production schedul e within budgetary limitations and time
congtraints. They do this by analyzing the plant’s personnel and
capital resources to select the best way of meeting the production
quota. Industrial production managers determine, often using math-
ematical formulas, which machines will be used, whether new ma-
chines need to be purchased, whether overtime or extra shifts are
necessary, and what the sequence of productionwill be. They moni-
tor the production run to make sure that it stays on schedule and
correct any problemsthat may arise.

Industrial production managers al so must monitor product stan-
dards. When quality drops below the established standard, they
must determine why standards are not being maintained and how to
improve the product. If the problem relates to the quality of work
performed in the plant, the manager may implement better training
programs, reorganize the manufacturing process, or institute em-
ployee suggestion or involvement programs. If the cause is sub-
standard materials, the manager works with the purchasing
department to improve the quality of the product’s components.

Because the work of many departments is interrelated, manag-
ers work closely with heads of other departments such as sales,
procurement, and logistics to plan and implement company goals,
policies, and procedures. For example, the production manager
works with the procurement department to ensure that plant inven-
tories are maintained at their optimal level. Thisisvita toafirm’'s
operation because maintaining the inventory of materials necessary
for production ties up the firm’'s financia resources, yet insuffi-
cient quantities cause delaysin production. A breakdown in com-
munications between the production manager and the purchasing
department can cause slowdowns and a failure to meet production
schedules. Just-in-time production techniques have reduced inven-
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Most industrial production managers have a college degree.

tory levels, making constant communication among the manager,
suppliers, and purchasing departments even moreimportant. Com-
putersplay anintegral part in this coordination. They also are used
to provide up-to-date information on inventory, the status of work
in progress, and quality standards.

Production managers usually report to the plant manager or the
vice president for manufacturing, and may act as liaison between
executives and first-line supervisors. (Information about top ex-
ecutives can be found elsewherein the Handbook.) In many plants,
one production manager is responsible for all aspects of produc-
tion. Inlarge plantswith several operations—aircraft assembly, for
example—there are managers in charge of each operation, such as
machining, assembly, or finishing.

Working Conditions

Mostindustrial production managersdividetheir time between pro-
duction areas and their offices. While in the production area, they
must follow established health and safety practices and wear the
required protective clothing and equipment. Thetimein the office,
which often islocated near production areas, usualy is spent meet-
ing with subordinates or other department managers, analyzing pro-
duction data, and writing and reviewing reports.

Most industrial production managerswork morethan 40 hoursa
week, especially when production deadlines must be met. Infacili-
ties that operate around-the-clock, managers often work late shifts
and may be called at any hour to deal with emergencies. Thiscould
mean going to the plant to resolve the problem, regardiess of the
hour, and staying until the situation is under control. Dealing with
production workers as well as superiors when working under the
pressure of production deadlines or emergency situations can be
stressful. Restructuring has eliminated levels of management and
support staff, thus shifting more responsibilitiesto production man-
agers and compounding this stress.

Employment

Industrial production managers held about 255,000 jobs in 2000.
Almost all are employed in manufacturing industries, including the
industrial machinery and equipment, transportation egquipment,
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electronic and electrical equipment, fabricated metal products, in-
struments and related products, and food and kindred products in-
dustries, or are self-employed. Production managers work in all
partsof the country, but jobsare most plentiful in areaswhere manu-
facturing is concentrated.

Training, Other Qualifications, and Advancement

Because of thediversity of manufacturing operationsand job reguire-
ments, there is no standard preparation for this occupation. How-
ever, acollege degreeis required, even for those who have worked
their way up the ranks. Many industrial production managers have
a college degree in business administration, management, indus-
trial technology, or industrial engineering. Others have a master’s
degreeinindustrial management or businessadministration (MBA).
Some are former production-line supervisors who have been pro-
moted. Although many employers prefer candidates with a busi-
ness or engineering background, some companies hirewell-rounded
liberal arts graduates.

As production operations become more sophisticated, increas-
ing numbers of employers arelooking for candidates with graduate
degreesinindustrial management or businessadministration. Com-
bined with an undergraduate degree in engineering, either of these
graduate degreesis considered particularly good preparation. Man-
agers who do not have graduate degrees often take coursesin deci-
sion sciences, which provide them with techniques and mathematical
formulas that can be used to maximize efficiency. Companiesalso
are placing greater importance on acandidate’ sinterpersonal skills.
Because the job requires the ability to compromise, persuade, and
negotiate, successful production managers must be well-rounded
and have excellent communication skills.

Thosewho enter thefield directly from college or graduate school
often are unfamiliar with the firm’s production process. Asare-
sult, they may spend their first few months on the job in the
company’s training program. These programs familiarize trainees
with the production line, company policies, and the requirements
of thejob. Inlarger companies, they aso may include assignments
to other departments, such as purchasing and accounting. A num-
ber of companies hire college graduates as first-line supervisors
and later promote them.

Someindustrial production managers have worked their way up
the ranks, perhaps after having worked as first-line supervisors.
These workers already have an intimate knowledge of the produc-
tion process and the firm's organization. To be selected for promo-
tion, however, they must obtain acollege degree, must demonstrate
leadership qualities, and usually must take company-sponsored
courses in management skills and communication techniques.

In addition to formal training, industrial production managers
must keep informed of new production technologies and manage-
ment practices. Many belong to professional organizations and at-
tend trade shows at which new equipment is displayed; they also
attend industry conferences and conventions at which changes in
production methods and technological advances are discussed.

Industrial production managerswith a proven record of superior
performance may advance to plant manager or vice president for
manufacturing. Others transfer to jobs with more responsibilities
at larger firms. Opportunities also exist for consultants. (For more
information, see the statement on management analysts elsewhere
in the Handbook.)

Job Outlook

Employment of industrial production managersis expected to grow
moredowly than theaveragefor all occupationsthrough 2010. How-
ever, a number of job openings will stem from the need to replace
workers who transfer to other occupations or leave the labor force.



Applicantswith acollege degreeinindustria engineering, manage-
ment, or business administration, and particularly those with an un-
dergraduate engineering degree and a master’s degree in business
administration or industrial management, enjoy the best job pros-
pects. Employersalso arelikely to seek candidateswho have excel-
lent communication skillsand who are personabl g, flexible, and eager
to enhance their knowledge and skills through ongoing training.

Although manufacturing output is projected to rise, growing pro-
ductivity among industrial production managers and the workers
they supervise will limit growth in employment of these managers.
Productivity gains will stem from the increasing use of computers
for scheduling, planning, and coordination. In addition, more em-
phasis on quality in the production process has redistributed some
of the production manager’s oversight responsibilities to supervi-
sors and workers on the production line. Because production man-
agers are so essentia to the efficient operation of aplant, they have
not been greatly affected by recent efforts to flatten management
structures. Nevertheless, thistrend hasled production managersto
assume more responsibilities and has discouraged the creation of
more employment opportunities.

Earnings

Median annual earnings for industrial production managers were
$61,660 in 2000. The middie 50 percent earned between $46,290
and $81,930. Thelowest 10 percent earned less than $35,530, and
the highest 10 percent earned more than $106,020. Median annual
earningsin the manufacturing industries employing the largest num-
bers of industrial production managers in 2000 were:

Motor vehicles and eqUIPMENt ........cccveveeirereeerereneeseseeeseseeeas $74,400
Electronic components and aCCESSONES .........ccoerererereereriereenenns 71,150
Miscellaneous plastics products, not elsewhere classified........... 55,800
Commercial Printing ......occoeereerienerereesereee e 54,200
Fabricated structural metal products..........ccccceeeeeeverecereriensennes 53,630

Related Occupations

Industrial production managers oversee production staff and equip-
ment, ensure that production goals and quality standards are being
met, and implement company policies. Occupationsrequiring simi-
lar training and skills are engineers, management analysts, opera-
tions research analysts, and top executives.

Sources of Additional Information

Information on industrial production management can be obtained
from:

» American Management Association, 1601 Broadway, 10th Floor, New
York, NY 10019. Internet: http://www.amanet.org

|
Insurance Underwriters

(O*NET 13-2053.00)

Significant Points

e Little or no change in employment is projected as
insurance companies increasingly use computer
underwriting software that automatically analyzes and
rates insurance applications.

e Most large insurance companies prefer college
graduates who have a degree in business
administration or finance with courses in accounting;
however, abachelor’'s degree in any field—plus
courses in business law and accounting—may be
sufficient to qualify.

Natur e of the Work

Insurance companies protect individuals and organizations from fi-
nancia loss by assuming billions of dollarsin risks each year. Un-
derwriters are needed to identify and calculate the risk of loss from
policyholders, establish appropriate premium rates, and write poli-
cies that cover theserisks. An insurance company may |ose busi-
ness to competitors if the underwriter appraises risks too
conservatively, or it may haveto pay excessive clamsif the under-
writing actions are too liberal.

With the aid of computers, underwriters analyze information
in insurance applications to determine if arisk is acceptable and
will not resultinaloss. Applications are often supplemented with
reports from loss-control consultants, medical reports, data ven-
dors, and actuarial studies. Underwritersthen must decide whether
to issue the policy and the appropriate premium to charge. In
making this determination, underwriters serve as the main link
between the insurance carrier and the insurance agent. On occa-
sion, they accompany sales agents to make presentations to pro-
spective clients.

Technology plays an important role in an underwriter’s job.
Underwriters use computer applications called “smart systems’ to
manage risks more efficiently and accurately. These systems au-
tomatically analyze and rate insurance applications, recommend
acceptance or denial of the risk, and adjust the premium rate in
accordance with the risk. With these systems, underwriters are
better equipped to make sound decisions and avoid excessive
losses.

The Internet also has affected the work of underwriters. Many
insurance carriers’ computer systems are now linked to different
databases on the Internet that allow immediate access to informa-
tion—such as driving records—necessary in determining a poten-
tial client’s risk. This reduces the amount of time and paperwork
necessary for an underwriter to complete a risk assessment.

Most underwriters specialize in one of three major categories of
insurance—life, health, or property and casualty. Life and health
insurance underwriters may further specializein group or individual
policies. The increased complexity of insurance plans and atten-
tion to the “bottom line” is changing the nature of underwriting. In
the past, insurance agents acting as underwriters, particularly in the
life and health fields, could accept or reject applications. Now this
underwriting role is done mostly by full-time underwriters in the
home or field office of the insurance company.

Property and casualty underwriters usually specialize in either
commercia or personal insurance, and then by type of risk insured,
such as fire, homeowners, automobile, marine, liability, or work-
ers’ compensation. In caseswhere casualty companies providein-
surance through a single “package” policy, covering various types
of risks, the underwriter must be familiar with different lines of
insurance. For business insurance, the underwriter often must be
ableto evaluate thefirm’sentire operation in appraising its applica-
tion for insurance.

An increasing proportion of insurance sales, particularly in life
and health insurance, is being made through group contracts. A
standard group policy insures everyonein aspecified group through
a single contract at a standard premium rate. The group under-
writer analyzes the overall composition of the group to assure that
the total risk is not excessive. Another type of group policy pro-
vides members of agroup—alabor union, for example—with indi-
vidual policies reflecting their needs. These usually are casuaty
policies, such as those covering automobiles. The casualty under-
writer analyzes the application of each group member and makes
individual appraisals. Some group underwriters meet with union
or employer representatives to discuss the types of policies avail-
able to their group.
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determine the appropriate premium to charge a customer.

Working Conditions

Underwriters have desk jobsthat require no unusual physical activ-
ity. Their offices usually are comfortable and pleasant. Although
underwriters typically work a standard 40-hour week, more are
working longer hours due to the downsizing of many insurance
companies. Most underwriters are based in a home or regional
branch office, but they occasionally attend meetings away from home
for several days. Construction and marine underwriters frequently
travel to inspect worksites and assess risks.

Employment

Insurance underwriters held about 107,000 jobsin 2000. The fol-
lowing tabul ation shows the percent distribution of employment by
industry:

Property and casualty iNSUranCe Cartiers ........ccoeovrererereeeseseseseenenns 38
Insurance agents, brokers, and SErVIiCeS ........cccecvveeeeeriereeenereseseeenns 22
Life iNSUraNCe CAITIEN'S ....cvecveiecieceeee ettt 16
Medical service and health insurance carriers .........cocooeeeeeeeecneneene. 10
Pension funds and miscellaneous insurance Carriers .........cooeeueeee... 6
All Other INAUSIIES ..ot 8

Themagjority of underwriterswork for insurance companiescalled
“carriers.” Of these underwriters, most work for property and casu-
alty insurance carriers, many otherswork for lifeinsurance carriers.
Most of the remaining underwriters work in insurance agencies or
for organizations that offer insurance services to insurance compa-
nies and policyholders. A small number of underwriters work in
agencies owned and operated by banks, mortgage companies, and
real estate firms.

Most underwriters are based in the insurance company’s home
office, but some, mostly in the property and casualty area, work out
of regional branch offices of the insurance company. These under-
writers usually have the authority to underwrite most risks and de-
termine an appropriate rating without consulting the home office.

Training, Other Qualifications, and Advancement

For entry-level underwriting jobs, most large insurance companies
prefer college graduates who have adegree in business administra-
tion or finance, with courses or experience in accounting. How-
ever, a bachelor’s degree in amost any field—plus courses in
businesslaw and accounting—providesagood general background
and may be sufficient to qualify. Because computersareanintegral
part of most underwriters' jobs, computer skills are essential.
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New employees usually start as underwriter trainees or assistant
underwriters. They may help collect information on applicantsand
evaluate routine applications under the supervision of an experi-
enced risk analyst. Property and casualty trainees study claim files
to become familiar with factors associated with certain types of
losses. Many larger insurers offer work-study training programs,
lasting from afew monthsto ayear. As trainees gain experience,
they are assigned policy applications that are more complex and
cover greater risks. These require the use of computers for more
efficient analysis and processing.

Underwriting can be a satisfying career for people who enjoy
analyzing information and paying attention to detail. In addition,
underwriters must possess good judgment in order to make sound
decisions. Excellent communication and interpersona skills also
are essential, as much of the underwriter’s work involves dealing
with agents and other insurance professionals.

Continuing education is necessary for advancement. |nsurance
companies usually pay tuition for underwriting courses that their
trainees successfully complete; some also offer salary incentives.
Independent study programs for experienced property and casu-
alty underwriters also are available. The Insurance Institute of
America offers a program called “Introduction to Underwriting”
for beginning underwriters, and the specialty designation, Associ-
ate in Commercial Underwriting (AU), the second formal step in
developing a career in underwriting business insurance policies.
Those interested in developing a career underwriting personal in-
surance policiesmay earn the Associatein Personal Insurance (API)
designation. To earn either the AU or API designation, underwrit-
ers complete a series of courses and examinations that generally
lasts 1 to 2 years.

The American Institute for Chartered Property Casualty Under-
writers awards the designation, CPCU, or Chartered Property and
Casualty Underwriter, the third and final stage of development for
an underwriter. Earning the more advanced CPCU designation
takes about 5 years, and requires passing 10 examinations cover-
ing personal and commercial insurance, risk management, busi-
ness and insurance law, accounting, finance, management,
economics, and ethics. Although CPCU’s may be underwriters,
the CPCU isintended for everyone working in all aspects of prop-
erty and casualty insurance. The American College offersthe Char-
tered Life Underwriter (CLU) designation and the Registered Health
Underwriter (RHU) designation for al life and health insurance
professionals.

Experienced underwriters who complete courses of study may
advance to senior underwriter or underwriting manager positions.
Some underwriting managers are promoted to senior managerial
jobs. Some employers require a master’s degree to achieve this
level. Other underwriters are attracted to the earnings potential of
sales and therefore obtain State licenses to sell insurance and re-
lated financial products as agents or brokers.

Job Outlook
Little or no change in employment of underwriters is expected
through 2010. Computer software that helps underwriters analyze
policy applications more quickly and accurately has made them
more productive and capabl e of taking on agreater workload. Most
job openings are likely to stem from the need to replace underwrit-
ers who transfer or leave the occupation, athough some new job
openings are being created for underwriters in the area of product
development. These underwriters help set the premiums for new
insurance products, such asthose in the growing field of long-term
care insurance.

Thebest job prospectswill befor underwriterswith theright skills
and credentials, such as excellent computer and communication



skills coupled with abackground in finance. Job prospects may be
better in health insurance than in property and casualty and lifein-
surance. As Federa and State laws require health insurers to ac-
cept more applicants for insurance, the number of policies sold will
increase. Also, as the population ages, there will be a greater need
for health and long-term care insurance.

Becauseinsuranceis considered anecessity for people and busi-
nesses, there will always be aneed for underwriters. It isaprofes-
sion that isless subject to recession and layoffsthan other fields. A
broad knowledge of insuranceisdesirable, so that underwriters can
transfer to another underwriting specialty if downsizing were to
occur.

Earnings

Median annual earnings of insurance underwriterswere $43,150in
2000. The middle 50 percent earned between $33,300 and $57,280
ayear. Thelowest 10 percent earned less than $27,280, while the
highest 10 percent earned over $74,060. Median annual earnings
in the industries employing the largest number of insurance under-
writers in 2000 were:

Fire, marine, and casualty inSUranCe...........ceceeveerueesereeesiesennns $44,360
LIfEINSUrANCE ..ottt 42,900
Insurance agents, brokers, and SErviCe ..........coveereeerererereeeseenes 42,140
Medical service and health insurance .........coceeeeveeeeeeeecee e, 38,060

Insurance companies usually provide better than average ben-
efits, including employer-financed group life, health, and retirement
plans.

Related Occupations

Underwriters make decisions on the basis of financial and statisti-
cal data. Other workers with the same type of responsibility in-
clude accountants and auditors, actuaries, budget analysts, cost
estimators, financial analysts and personal financial advisors, fi-
nancia managers, loan counselors and officers, and credit analysts.
Other jobsin the insurance industry include insurance sales agents
and claims adjusters, appraisers, examiners, and investigators.

Sources of Additional Information
Information about a career as an insurance underwriter is available
from the home offices of many life, health, and property-casualty
insurance companies.
Information about the property-casualty insurance field can be
obtained by contacting:
» The Insurance Information Institute, 110 William St., New York, NY
10038. Internet: http://www.iii.org
Information on careers in the health insurance field can be ob-
tained from:
» Headlth Insurance Association of America, 555 13th St. NW., Suite 600
East, Washington, DC 20004-1109. Internet: http://www.hiaa.org
Information on careersin thelifeinsurancefield can be obtained
from:
» LIMRA Internationa, PO. Box 203, Hartford, CT 06141. Internet:
http://www.limra.com
Information on the underwriting function and the CPCU and
AU designations can be obtained from:
» The American Institute for Chartered Property and Casualty Underwrit-
ers/Insurance Institute of America, 720 Providence Rd., PO. Box 3016,
Malvern, PA 19355-0716. Internet: http://www.aicpcu.org
Information on the CLU and RHU designations can be obtained
from:
» The American College, 270 South Bryn Mawr Ave., Bryn Mawr, PA,
19010-2196. Internet: http://www.amer coll.edu

|
Loan Counselors and Officers

(O*NET 13-2071.00, 13-2072.00)

Significant Points

e | oan officer positions generally require abachelor’'s
degree in finance, economics, or arelated field;
training or experience in banking, lending, or salesis
advantageous.

e Slower than average employment growth for loan
officersis expected because technology is making loan
processing and approval simpler and faster.

e Earnings often fluctuate with the number of loans
generated, rising substantially when the economy is
good and interest rates are low.

Nature of the Work

For many individuals, taking out a loan may be the only way to
afford ahouse, car, or college education. Likewise for businesses,
loans are essential to start many companies, purchase inventory, or
invest in capital equipment. Loan officersfacilitate thislending by
seeking potential clients and assisting them in applying for loans.
Loan officers also gather information about clients and businesses
to ensure that an informed decision is made regarding the quality of
the loan and the probability of repayment.

Loan officers usually speciaize in commercial, consumer, or
mortgage loans. Commercial or businessloans help companies pay
for new equipment or expand operations; consumer loans include
home equity, automobile, and personal |oans; mortgage loans are
made to purchase real estate or to refinance an existing mortgage.
As banks and other financial institutions begin to offer new types
of loans and a growing variety of financial services, loan officers
will haveto keep abreast of these new product lines so that they can
meet their customers' needs.

In many instances, loan officers act as salespeople. Commercial
loan officers, for example, contact firms to determine their needs
for loans. If afirmisseeking new funds, the loan officer will try to
persuade the company to obtain theloan from their ingtitution. Simi-
larly, mortgage loan officers develop relationships with commer-
cia and residential real estate agencies so that, when an individual
or firm buysaproperty, thereal estate agent might recommend con-
tacting a specific loan officer for financing.

Once thisinitial contact has been made, loan officers guide cli-
ents through the process of applying for aloan. This process be-
gins with a formal meeting or telephone call with a prospective
client, during which the loan officer obtains basic information about
the purpose of theloan and explains the different types of loans and
credit terms that are available to the applicant. Loan officers an-
swer questions about the process and sometimes assist clients in
filling out the application.

After aclient completes the application, the loan officer begins
the process of analyzing and verifying the application to determine
the client’s creditworthiness. Often, loan officers can quickly ac-
cesstheclient’scredit history by computer and obtain acredit “ score.”
This score represents the creditworthiness of a person or business
as assigned by a software program that makes the evaluation. In
caseswhereacredit history isnot available or where unusual finan-
cia circumstances are present, the loan officer may request addi-
tional financial information from the client or, in the case of
commercial loans, copies of the company’s financial statements.
With this information, loan officers who specialize in evaluating a
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institutions, and credit unions. Others were employed by nonbank
financial institutions, such as mortgage banking and brokerage firms
and personal credit firms.

Loan officers are employed throughout the Nation, but most work
in urban and suburban areas. At some banks, particularly in rural
areas, the branch or assistant manager often handles the loan appli
cation process.

Training, Other Qualifications, and Advancement

Loan officer positions generally require a bachelor’s degree in fi-

nance, economics, or a related field. Most employers prefer appli-
cants who are familiar with computers, and their applications in

banking. For commercial or mortgage loan officer jobs, training or

experience in sales is highly valued by potential employers. Loan
officers without college degrees usually have reached their posi-
tions by advancing through the ranks of an organization and acquir-
ing several years of work experience in various other occupations,
such as teller or customer service representative.

Various banking-related associations and private schools offer
courses and programs for studentsinterested in lending, aswell as
client’s creditworthiness—often called loan underwriters—may con- for experienced loan officers who want to keep their skills current.
duct a financial analysis or other risk assessment. Loan officersCompletion of these courses and programs generally enhances
include this information and their written comments in a loan file, one's employment and advancement opportunities.
which is used to analyze whether the prospective loan meets the
lending institution’s requirements. Loan officers then decide, in
consultation with their managers, whether to grant the loan. If the
loan is approved, a repayment schedule is arranged with the client.

A loan may be approved that would otherwise be denied if the  Persons planning a career as a loan officer or counselor should
customer can provide the lender with appropriate collateral—prop-be capable of developing effective working relationships with oth-
erty pledged as security for the repayment of a loan. For examplegrs, confident in their abilities, and highly motivated. For public
when lending money for a college education, a bank may insist thatelations purposes, loan officers must be willing to attend commu-
borrowers offer their home as collateral. If the borrowers were evemity events as representatives of their employer.
unable to repay the loans, the homes would be seized under court Capable loan officers and counselors may advance to larger
order and sold to raise the necessary money. branches of the firm or to managerial positions, while less capable

Loan counselorsalso called loan collection officers, contact bor- workers—and those having inadequate academic preparation—
rowers with delinquent loan accounts to help them find a method ofcould be assigned to smaller branches and might find promotion
repayment to avoid their defaulting on the loan. If a repaymentdifficult. Advancement beyond a loan officer position usually in-
plan cannot be developed, the loan counselor initiates collateral lig-cludes supervising other loan officers and clerical staff.
uidation, in which the collateral used to secure the loan—a home or
car, for example—is seized by the lender and sold to repay the loanJob Outlook

Loan officers guide clients through the process of applying for loans.

A loan officer may also perform this function. Automation of many financial services and the growing use of online
mortgage brokers are expected to have a significant impact on the
Working Conditions demand for lending professionals. However, population growth

Working as a loan officer usually involves considerable travel. For and the increasing variety of loans and other financial services that
example, commercial and mortgage loan officers frequently work loan officers promote will ensure modest employment increases for
away from their offices and rely on laptop computers, cellular phonesthese professionals. Employment of loan officers is projected to
and pagers to keep in contact with their offices and clients. Mort-increase more slowly than the average for all occupations through
gage loan officers often work out of their home or car, visiting of- 2010. In contrast, loan counselors are expected to grow about as
fices or homes of clients while completing loan applications. fast as the average for all occupations through 2010 as requirements
Commercial loan officers sometimes travel to other cities to preparefor filing for bankruptcy tighten, forcing many to seek counseling
complex loan agreements. Consumer loan officers and loan counto manage their debt. Most job openings will result from the need
selors, however, are likely to spend most of their time in an office. to replace workers who retire or otherwise leave the occupation
Most loan officers and counselors work a standard 40-hour weekpermanently. As in the past, college graduates and those with bank-
but many work longer, depending on the number of clients and theing, lending, or sales experience should have the best job prospects.
demand for loans. Mortgage loan officers can work especially long  The use of credit scoring has made the loan evaluation process
hours because they are free to take on as many customers as theyuch simpler than in the past, and even unnecessary in some cases
choose. Loan officers usually carry a heavy caseload and someCredit scoring allows loan officers, particularly loan underwriters,
times cannot accept new clients until they complete current caseso evaluate many more loans in much less time, thus increasing
They are especially busy when interest rates are low, a conditioroan officers’ efficiency. In addition, the mortgage application pro-

that triggers a surge in loan applications. cess has become highly automated and standardized. This simplifi-
cation has enabled online mortgage loan vendors to offer loan
Employment shopping services over the Internet. Online vendors accept loan

Loan counselors and officers held about 265,000 jobs in 2000.applications from customers over the Internet and determine which
Approximately half were employed by commercial banks, savings lenders have the best interest rates for that particular loan. With



this knowledge, customers can go directly to the lending institu-
tion, thereby bypassing mortgage |oan brokers. Shopping for loans
on the Internet—though currently not a widespread practice—is
expected to become more common over the next 10 years, particu-
larly for mortgages, thus reducing demand for loan officers.

Employment in banking generally isless affected by the upturns
and downturns of the economy than is employment in other indus-
tries, contributing tojob stability in banking occupations. Although
loans remain amajor source of revenue for banks, demand for new
loansfluctuates and affects the income and empl oyment opportuni-
ties of loan officers. When the economy is on the upswing or when
interest rates declinedramatically, thereisasurgeinreal estate buy-
ing and mortgage refinancing that requires loan officers to work
long hours processing applications and induces lenders to hire ad-
ditional loan officers. Loan officers often are paid by commission
on the value of the loans they place and some have high earnings
when demand for mortgages is high. When the real estate market
dows, loan officers often suffer adeclinein earnings and may even
be subject to layoffs. The same applies to commercial loan offic-
ers, whose workloadsincrease during good economic times as com-
panies seek toinvest morein their businesses. In difficult economic
conditions, loan counselors are likely to see an increasein the num-
ber of delinquent loans.

Earnings

Median annual earnings of loan counselors were $32,160 in 2000.
The middle 50 percent earned between $25,290 and $43,510. The
lowest 10 percent earned less than $20,850, while the top 10 per-
cent earned more than $62,380.

Median annual earnings of loan officers were $41,420 in 2000.
The middle 50 percent earned between $30,610 and $57,250. The
lowest 10 percent earned |ess than $24,200, while the top 10 per-
cent earned more than $82,640. Median annual earningsin thein-
dustriesemploying thelargest numbers of loan officersin 2000 were:

CommeErcial DANKS .........cceveveiviieiiiieeeeceeeecee e $43,370
SaVIiNGS INSHTULIONS ... 42,760
Mortgage bankers and broKers.........cooeoveneereneeneneieneseens 42,100
Personal credit inStitutions..........ccvcvevievecececee e 35,040
Credit UNIONS......ccoveiieiecee ettt sreas 29,700

The form of compensation for loan officers varies. Most loan
officersare paid acommission that is based on the number of loans
they originate. In thisway, commissions are used to motivate loan
officersto bringin moreloans. Someinstitutions pay only salaries,
while others pay their loan officers a salary plus a commission or
bonus, based on the number of loans originated. Banks and other
lenders sometimes offer their loan officers free checking privileges
and somewhat |ower interest rates on personal loans.

According to asalary survey conducted by Robert Half Interna-
tional, a staffing services firm speciaizing in accounting and fi-
nance, mortgage |oan officers earned between $36,000 and $48,000
in 2000; consumer loan officers with 1 to 3 years of experience,
between $42,250 and $56,750; and commercia loan officers with
1 to 3 years of experience, between $48,000 and $64,750. With
over 3 years of experience, commercial loan officers could make
between $66,000 and $95,250, and consumer loan officers can make
between $55,500 and $75,500. Smaller banks ordinarily paid 15
percent less than larger banks. Loan officers who are paid on a
commission basis usually earn more than those on salary only.

Related Occupations

Loan officers help the public manage financial assets and secure
loans. Occupations that involve similar functions include securi-
ties and financia services sales representatives, personal financia

advisors, real estate brokers and sales agents, and insurance sales
agents.

Sour ces of Additional Information

Information about a career as a mortgage loan officer can be ob-

tained from:

> Mortgage Bankers Association of America, 1919 PennsylvaniaAve.

NW., Washington, DC 20006-3438. Internet: http://www.mbaa.org
State bankers' associations can furnish specific information about

job opportunitiesin their State. Also, individual banks can supply

information about job openings and the activities, responsibilities,

and preferred qualifications of their loan officers.

. ________________________________________________________|
Lodging Managers

(O*NET 11-9081.00)

Significant Points
e Employment is projected to grow more slowly than
average.
e College graduates with degreesin hotel or restaurant
management should have the best job opportunities.

Nature of the Work

A comfortable room, good food, and a hel pful staff can make being
away from home an enjoyabl e experience for both vacationing fami-
lies and business travelers. While most lodging managers work in
traditional hotels and motels, some work in other lodging establish-
ments, such as camps, inns, boardinghouses, dude ranches, and rec-
reational resorts. In full-service hotels, lodging managers help their
guests have a pleasant stay by providing many of the comforts of
home, including cable television, fitness equipment, and voice mail,
as well as specialized services such as health spas. For business
travelers, lodging managers often schedul e avail able meeting rooms
and electronic equipment, including dide projectorsand fax machines.

Lodging managers are responsible for keeping their establish-
ments efficient and profitable. Inasmall establishment withalim-
ited staff, the manager may oversee all aspects of operations.
However, large hotels may employ hundreds of workers, and the
general manager usually isaided by anumber of assistant managers
assigned to the various departments of the operation. In hotels of
every size, managerial dutiesvary significantly by job title.

The general manager, for example, has overall responsibility
for the operation of the hotel. Within guidelines established by the
owners of the hotel or executives of the hotel chain, the general
manager sets room rates, allocates funds to departments, approves
expenditures, and establishes expected standards for guest service,
decor, housekeeping, food quality, and banquet operations. Man-
agers who work for chains also may organize and staff a newly
built hotel, refurbish an older hotel, or reorganize a hotel or motel
that is not operating successfully. In order to fill low-paying ser-
vice and clerical jobsin hotels, some managers attend career fairs.

Resident managerslivein hotels and are on call 24 hours aday
to resolve problems or emergencies. In general, though, they typi-
cally work an 8-hour day and oversee the day-to-day operations of
the hotel. In many hotels, the general manager also is the resident
manager.

Executive housekeepers ensure that guest rooms, meeting and
banquet rooms, and public areas are clean, orderly, and well main-
tained. They also train, schedule, and supervise the work of house-
keepers; inspect rooms; and order cleaning supplies.
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Lodging managersareresponsiblefor keeping the operation of their
establishments efficient and profitable.

Front office manager s coordinate reservations and room assign-
ments, aswell astrain and direct the hotel’s front desk staff. They
ensure that guests are treated courteously, complaints and problems
areresolved, and requestsfor special servicesarecarried out. Front
office managers often have authorization to adjust charges posted
on a customer’s bill.

Convention services managers coordinate the activities of large
hotels' various departments for meetings, conventions, and special
events. They meet with representatives of groups or organizations
to plan the number of roomsto reserve, the desired configuration of
hotel meeting space, and the banquet services. During the meeting
or event, they resolve unexpected problems and monitor activities
to ensure that hotel operations conform to the expectations of the
group.

Assistant managers help run the day-to-day operations of the
hotel. Inlarge hotels, they may be responsible for activities such as
personnel, accounting, office administration, marketing and sales,
purchasing, security, maintenance, and pool, spa, or recreational
facilities. In smaller hotels, these duties may be combined into one
position. Some hotels allow an assistant manager to make deci-
sionsregarding hotel guest charges when a manager is unavailable.

Computers are used extensively by lodging managers and their
assistants to keep track of the guest’s hill, reservations, room as-
signments, meetings, and special events. In addition, computers
are used to order food, beverages, and supplies, as well asto pre-
pare reports for hotel owners and top-level managers. Managers
work with computer specialists to ensure that the hotel’s computer
system functions properly. Should the hotel’scomputer system fail,
managers must continue to meet guests' needs.

Working Conditions

Because hotels are open around the clock, night and weekend work
iscommon. Many lodging managers work more than 40 hours per
week. Managers who live in the hotel usually have regular work
schedules, but they may be called to work at any time. Some em-
ployees of resort hotels are managers during the busy season and
have other duties during the rest of the year.

L odging managers sometimes experience the pressures of coor-
dinating a wide range of functions. Conventions and large groups
of tourists may present unusual problems. Moreover, dealing with
irate guests can be stressful. The job can be particularly hectic for
front office managers during check-in and check-out time. Com-
puter failures can further complicate an already busy time.
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Employment

L odging managers held about 68,000 jobsin 2000. Self-employed
managers—primarily ownersof small hotelsand motels—held about
half of thesejobs. Companiesthat manage hotels and motels under
contract employed some managers.

Training, Other Qualifications, and Advancement
Hotelsincreasingly emphasize specialized training. Postsecondary
training in hotel or restaurant management is preferred for most
hotel management positions, although a college libera arts degree
may be sufficient when coupled with related hotel experience. In-
ternships or part-time or summer work are an asset to students seek-
ing a career in hotel management. The experience gained and the
contacts made with employers can greatly benefit students after
graduation. Most bachelor’s degree programs include work-study
opportunities.

In the past, many managers were promoted from the ranks of
front desk clerks, housekeepers, waiters, chefs, and hotel saleswork-
ers. Although some employees still advance to hotel management
positions without education beyond high school, postsecondary
educationispreferred. Restaurant management training or experi-
ence aso is a good background for entering hotel management
because the success of a hotel’s food service and beverage opera-
tions often is of great importance to the profitability of the entire
establishment.

Community colleges, junior colleges and some universities of -
fer associate, bachelor’s, and graduate degree programs in hotel or
restaurant management. When combined with technical institutes,
vocational and trade schools, and other academic institutions, over
800 educational facilities have programsleading to formal recogni-
tion in hotel or restaurant management. Hotel management pro-
grams include instruction in hotel administration, accounting,
economics, marketing, housekeeping, food service management and
catering, and hotel maintenance engineering. Computer training
alsoisanintegral part of hotel management training dueto thewide-
spread use of computers in reservations, billing, and housekeeping
management.

Lodging managers must be able to get along with many differ-
ent people, even in stressful situations. They must be able to solve
problems and concentrate on details. Initiative, self-discipline, ef-
fective communication skills, and the ability to organize and direct
the work of others also are essential for managers at all levels.

Most hotels promote employees who have proven their ability
and completed formal education in hotel management. Graduates
of hotel or restaurant management programs usually start astrainee
assistant managers. Some large hotels sponsor specialized on-the-
job management trai ning programs allowing traineesto rotate among
various departments and gain a thorough knowledge of the hotel’s
operation. Other hotels may help finance formal training in hotel
management for outstanding employees. Newly built hotels, par-
ticularly those without well-established on-the-job training pro-
grams, often prefer experienced personnel for managerial positions.

Large hotel and motel chains may offer better opportunities for
advancement than small, independently owned establishments, but
relocation every several years often is necessary for advancement.
The large chains have more extensive career ladder programs and
offer managers the opportunity to transfer to another hotel or motel
in the chain or to the central office. Career advancement can be
accelerated by completion of certification programs offered by the
associationslisted below. These programs usually require acombi-
nation of coursework, examinations, and experience. Outstanding
lodging managers may advance to higher level manager positions.
(For more information, see the statement on top executives else-
where in the Handbook.)



Job Outlook

Employment of lodging managersis expected to grow more slowly
than the average for all occupations through 2010. Additional job
openings are expected to occur as experienced managers transfer to
other occupations or leave the labor force, in part because of the
long hours and stressful working conditions. Job opportunitiesin
hotel management are expected to be best for persons with college
degreesin hotel or restaurant management.

Increasing businesstravel and domestic and foreign tourismwill
drive employment growth of lodging managers. Manageria jobs
are not expected to grow as rapidly as the hotel industry overall,
however. Astheindustry consolidates, many chains and franchises
will acquire independently owned establishments and increase the
numbers of economy-class rooms to accommodate bargain-con-
scious guests. Economy hotels offer clean, comfortable rooms and
front desk services without costly extras like restaurants and room
service. Becausethere are not as many departmentsin these hotels,
fewer managers will be needed. Similarly, the increasing number
of extended-stay hotels will temper demand for managers because
in these establishments, management is not required to be available
24 hours aday. In addition, front desk clerks increasingly are as-
suming some responsibilities previously reserved for managers,
further limiting the growth of managers and their assistants.

Additional demand for managers, however, is expected in suite
hotels as some guests, especially business customers, arewilling to
pay higher prices for rooms with kitchens and suites that provide
the space needed to conduct meetings. In addition, large full-ser-
vice hotels—offering restaurants, fitness centers, large meeting
rooms, and play areas for children, among other amenities—will
continue to offer many trainee and managerial opportunities.

Earnings

Median annual earnings of lodging managers were $30,770 in
2000. Themiddle50 percent earned between $23,670 and $41,830.
The lowest 10 percent earned less than $19,080, while the highest
10 percent earned more than $55,050.

Salaries of lodging managers vary greatly according to their re-
sponsibilities and the segment of the hotel industry in which they
are employed. Managers may earn bonuses of up to 25 percent of
their basic salary in some hotels and also may be furnished with
lodging, meals, parking, laundry, and other services. In addition to
typical benefits, some hotels offer profit-sharing plans and educa-
tional assistance to their employees.

Related Occupations

Other occupations concerned with organi zing and directing abusiness
where customer service is the cornerstone of their success include
food service managers, gaming managers, sales worker supervisors,
and property, real estate, and community association managers.

Sources of Additional Information
For information on careers and scholarships in hotel management,
contact:
» American Hotel and Lodging Association, 1201 New York Ave. NW.,
#600, Washington, DC 20005-3931. Internet: http://www.ahlaonline.org
Information on careers in the lodging industry and professional
development and training programs may be obtained from:
» Educational Institute of the American Hotel and Lodging Association,
800 N. Magnolia Ave., Suite 1800, Orlando, FL 32853-1126. Internet:
http://www.ei-ahma.org
For information on educational programs, including correspon-
dence courses, in hotel and restaurant management, write to:
» International Council on Hotel, Restaurant, and Institutional Education,
3205 Skipwith Rd., Richmond, VA 23294-4442. Internet:
http://www.chrie.org

Information on careersin housekeeping management may be ob-
tained from:
> International Executive Housekeepers Association, Inc., 1001 Eastwind
Dr., Suite 301, Westerville, OH 43081. Internet: http://www.ieha.org
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Management Analysts

(O*NET 13-1111.00)

Significant Points

e Thirty-three percent are self-employed, about twice the
average for other management, business, and financial
occupations.

e Most positionsin private industry require a master’s
degree and 5 years of specialized experience; a
bachelor’s degree is sufficient for entry-level
government jobs.

e Despite projected faster-than-average employment
growth, intense competition is expected for jobs.

Nature of the Work

As business becomes more complex, the Nation’s firms are con-
tinually faced with new challenges. Firmsincreasingly rely on man-
agement analysts to help them remain competitive amidst these
changes. Management analysts, often referred to as management
consultants in private industry, analyze and propose ways to im-
prove an organi zation'sstructure, efficiency, or profits. For example,
asmall but rapidly growing company that needs help improving the
system of control over inventories and expenses may decide to em-
ploy a consultant who is an expert in just-in-time inventory man-
agement. Inanother case, alarge company that hasrecently acquired
anew division may hire management analyststo help reorganize the
corporate structure and eliminate duplicate or nonessential jobs. In
recent years, information technology and el ectronic commerce have
provided new opportunities for management analysts. Companies
hire consultants to develop strategies for entering and remaining
competitive in the new electronic marketplace. (For information on
computer specialists working in consulting, see the statements on
computer software engineers, aswell as systems analysts, computer
scientists, and database administrators, €l sewherein the Handbook.)

Firms providing management analysisrangein sizefromasingle
practitioner tolargeinternational organizations employing thousands
of consultants. Some analysts and consultants specialize in a spe-
cific industry while others speciaize by type of business function,
such as human resources or information systems. In government,
management analysts tend to speciaize by type of agency. The
work of management analysts and consultants varies with each cli-
ent or employer, and from project to project. Some projectsrequire
ateam of consultants, each specializingin onearea. Inother projects,
consultants work independently with the organization’s managers.
In al cases, analysts and consultants collect, review, and analyze
information in order to make recommendations to managers.

Both public and private organizations use consultants for avari-
ety of reasons. Somelack theinternal resources needed to handlea
project, while others need a consultant’s experti se to determine what
resources will be required and what problems may be encountered
if they pursue a particular opportunity. To retain a consultant, a
company first solicits proposals from a number of consulting firms
specializinginthe areain which it needs assistance. These propos-
als include the estimated cost and scope of the project, staffing
requirements, references from a number of previous clients, and a
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Management analysts suggest ways to make an organization's
operations more efficient.

completion deadline. The company then selects the proposal that
best suitsits needs.

After obtaining an assignment or contract, management analysts
first define the nature and extent of the problem. During thisphase,
they analyze relevant data, which may include annual revenues, em-
ployment, or expenditures, and interview managers and employees
while observing their operations. The analyst or consultant then
develops solutions to the problem. In the course of preparing their
recommendations, they take into account the nature of the organi-
zation, the relationship it has with others in the industry, and its
internal organization and culture. Insight into the problem oftenis
gained by building and solving mathematical models.

Oncethey have decided on acourse of action, consultants report
their findings and recommendations to the client. These sugges-
tions usually are submitted in writing, but oral presentations re-
garding findingsalso are common. For some projects, management
analysts are retained to help implement the suggestions they have
made.

Management analystsin government agencies usethe same skills
astheir private-sector colleaguesto advise managerson many types
of issues, most of which are similar to the problems faced by pri-
vate firms. For example, if an agency is planning to purchase per-
sonal computers, it must first determine which typeto buy, givenits
budget and data processing needs. In this case, management ana-
lystswould assessthe prices and characteristics of various machines
and determine which best meets the agency’s needs.

Working Conditions

Management analystsusually dividetheir time between their of -
fices and the client’s site. In either situation, much of an analyst’'s
timeis spent indoors in clean, well-lit offices. Because they must
spend asignificant portion of their time with clients, analyststravel
frequently.

Anaystsand consultantsgenerally work at least 40 hoursaweek.
Uncompensated overtimeiscommon, especially when project dead-
linesare approaching. Analystsmay experience agreat deal of stress
as a result of trying to meet a client’s demands, often on a tight
schedule.

Self-employed consultants can set their workload and hours and
work at home. On the other hand, their livelihood depends on their
ability to maintain and expand their client base. Salaried consult-
ants also must impress potential clients to get and keep clients for
their company.
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Employment

Management analysts held about 501,000 jobsin 2000. Thirty three
percent of these workers were self-employed, almost twice the
average for other management, business, and financial occupations.
Management analysts are found throughout the country, but employ-
ment is concentrated in large metropolitan areas. Most work in
management consulting and computer and data processing firms,
and for Federal, State, and local governments. The magjority of those
working for the Federal Government are in the U.S. Department of
Defense.

Training, Other Qualifications, and Advancement

Educational requirementsfor entry-level jobsinthisfield vary widdly
between private industry and government. Most employersin pri-
vate industry generally seek individuals with a master’s degree in
business administration or a related discipline. Some employers
alsorequire at least 5 years of experiencein thefield in which they
plan to consult in addition to amaster’s degree. Most government
agencies hire peoplewith abachel or’s degree and no pertinent work
experience for entry-level management analyst positions.

Many fields of study provide a suitable educationa background
for this occupation because of the wide range of areas addressed by
management analysts. These include most academic programsin
business and management, as well as computer and information
sciences and engineering. In addition to the appropriate formal
education, most entrants to this occupation have years of experi-
ence in management, human resources, information technology, or
other specialties. Analystsalso routinely attend conferencesto keep
abreast of current developmentsin their field.

Management analysts often work with minimal supervision, so
they need to be self-motivated and disciplined. Analytical skills,
the ability to get along with awide range of people, strong oral and
written communication skills, good judgment, time management
skills, and creativity are other desirable qualities. The ability to
work in teams also is an important attribute as consulting teams
become more common.

As consultants gain experience, they often become solely re-
sponsible for a specific project, taking on more responsibility and
managing their own hours. At the senior level, consultants may
supervise lower level workers and become more involved in seek-
ing out new business. Those with exceptional skills may eventu-
ally become a partner in the firm. Others with entrepreneurial
ambition may open their own firm.

A high percentage of management consultantsare self-employed,
partly because business startup costs are low. Self-employed con-
sultants also can share office space, administrative help, and other
resources with other self-employed consultants or small consulting
firms, thus reducing overhead costs. Because many small consult-
ing firms fail each year for lack of managerial expertise and cli-
ents, those interested in opening their own firm must have good
organizational and marketing skillsand several years of consulting
experience.

TheInstitute of Management ConsultantsUSA, Inc. IMCUSA)
offers a wide range of professional development programs and re-
sources, such as meetings and workshops, that can be helpful for
management consultants. The IMC USA aso offers the Certified
Management Consultant (CMC) designation to those who pass an
examination and meet minimum levels of education and experience.
Certification is not mandatory for management consultants, but it
may give ajobseeker acompetitive advantage.

Job Outlook
Despite projected rapid employment growth, keen competition is
expected for jobs as management analysts. Because analysts can



come from such diverse educational backgrounds, the pool of ap-
plicants from which employers can draw is quite large. Further-
more, theindependent and challenging nature of thework, combined
with high earnings potential, makes this occupation attractive to
many. Job opportunities are expected to be best for those with a
graduate degree, industry expertise, and a talent for salesmanship
and public relations.

Employment of management analystsis expected to grow faster
than the average for all occupations through 2010, as industry and
government increasingly rely on outside expertise to improve the
performance of their organizations. Job growthisprojectedin very
large consulting firms with international expertise and in smaller
consulting firms that specialize in specific areas, such as biotech-
nology, healthcare, information technology, human resources, en-
gineering, and telecommunications. Growth in the number of
individual practitioners may be hindered, however, by increasing
use of consulting teams, which permits examination of a variety of
different issues and problems within an organization.

Employment growth of management analysts and consultants
has been driven by a number of changes in the business environ-
ment that have forced firmsto take acloser look at their operations.
These changesinclude devel opmentsin information technology and
the growth of electronic commerce. Traditional companieshireana-
lysts to help design intranets or company Web sites, or establish
online businesses. New Internet start-up companies hire analysts
not only to design Web sites, but also to advise them in more tradi-
tional business practices, such as pricing strategies, marketing, and
inventory and human resource management. In order to offer cli-
ents better quality and awider variety of services, consulting firms
are partnering with traditional computer software and technology
firms. Also, many computer firms are devel oping consulting prac-
tices of their own in order to take advantage of this expanding mar-
ket. Although information technology consulting should remain
one of the fastest growing consulting areas, the volatility of the
computer and data processing servicesindustry necessitatesthat the
most successful management analysts have knowledge of traditional
business practicesin addition to computer applications, systemsinte-
gration, and Web design and management skills.

The growth of international business also has contributed to an
increase in demand for management analysts. As U.S. firms ex-
pand their business abroad, many will hire management analyststo
help them form theright strategy for entering the market; advise on
legal matters pertaining to a specific countries; or help with organi-
zational, administrative, and other issues, especialy if theU.S. com-
pany isinvolved in apartnership or merger with alocal firm. These
trends provide management analysts with more opportunities to
travel or work abroad, but also require that they have a more com-
prehensive knowledge of international business and foreign cul-
tures and languages.

Furthermore, asinternational and domestic markets have become
more competitive, firms have needed to use resources more effi-
ciently. Management analysts increasingly are sought to help re-
duce costs, streamline operations, and develop marketing strategies.
Asthis process continues and businesses downsize, even more op-
portunitieswill be created for analysts to perform dutiesthat previ-
ously were handled internally. Finally, management analysts also
will bein greater demand in the public sector, as Federal, State, and
local government agencies seek ways to become more efficient.

Earnings

Salaries for management analysts vary widely by experience, edu-
cation, and employer. Median annual earnings of management ana-
lystsin 2000 were $55,040. The middle 50 percent earned between
$41,970 and $72,630. The lowest 10 percent earned less than

$32,860, and the highest 10 percent earned more than $98,210.
Median annual earningsin theindustries employing thelargest num-
bers of management analysts and consultants in 2000 were;

Accounting, auditing, and bookKeeping .........ccccecverevereneenenne. $62,230
Management and public relations .........
Federal government........ccoceeveeevervevrnenne.
Computer and data processing services
SEALE GOVEINIMENL ...coviiieiiiiierieeiee et enes

According to a 2000 survey by the Association of Management
Consulting Firms, earnings—including bonuses and profit sharing—
for research associates in member firms averaged $39,200; for en-
try-level consultants, $58,000; for management consultants,
$76,300; for senior consultants, $100,300; for junior partners,
$133,500; and for senior partners, $259,500.

Salaried management analysts usually receive common benefits
such as hedlth and life insurance, a retirement plan, vacation, and
sick leave, as well as less common benefits such as profit sharing
and bonuses for outstanding work. In addition, all travel expenses
usually arereimbursed by the employer. Self-employed consultants
have to maintain their own office and provide their own benefits.

Related Occupations

Management analysts collect, review, and analyze data; make rec-
ommendations; and implement their ideas. Otherswho use similar
skills include systems analysts, computer scientists, and database
administrators; operations research analysts; economists and mar-
ket and survey researchers; and financial analystsand personal finan-
cia advisors.

Sources of Additional Information
Information about career opportunities in management consulting
is available from:
» TheAssociation of Management Consulting Firms, 380 L exington Ave.,
Suite 1700, New York, NY 10168. Internet: http://www.amcf.org
Information about the Certified Management Consultant desig-
nation can be obtained from:
» The Institute of Management Consultants USA, Inc., 2025 M St. NW.,
Suite 800, Washington DC 20036. Internet: http://www.imcusa.org
Information on obtaining a management analyst position with
the Federal Government is available from the Office of Personnel
Management (OPM) through a telephone-based system. Consult
your telephone directory under U.S. Government for a local
number or call (912) 757-3000; Federal Relay Service:
(800) 877-8339. Thefirst number is not tollfree, and charges may
result. Information aso is available from the OPM Internet site:
http://lwww.usaj obs.opm.gov.

|
Medical and Health Services

Managers
(O*NET 11-9111.00)

Significant Points

e Earnings of medical and health services managers are
high, but long work hours are common.

e A master’'s degreeis the standard credential for most
positions, although a bachelor’s degree is adequate for
some entry-level positionsin smaller facilities.

e Employment will grow fastest in residential care
facilities and practitioners’ offices and clinics.
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Nature of the Work

Healthcare is a business and, like every other business, it needs
good management to keep it running smoothly. Theterm “medical
and health servicesmanager” encompassesall individualswho plan,
direct, coordinate, and supervise the delivery of healthcare. Medi-
cal and health services managers include specialists and general-
ists. Specidists are in charge of specific clinical departments or
services, while generalists manage or help to manage an entire fa-
cility or system.

The structure and financing of healthcare is changing rapidly.
Future medical and health services managers must be prepared to
deal with evolving integrated healthcare delivery systems, techno-
logical innovations, an increasingly complex regulatory environ-
ment, restructuring of work, and an increased focus on preventive
care. They will be called upon to improve efficiency in healthcare
facilities and the quality of the healthcare provided. Increasingly,
medical and health services managerswill work in organizationsin
which they must optimize efficiency of avariety of interrelated ser-
vices, for example, those ranging from inpatient care to outpatient
follow-up care.

Large facilities usually have severa assistant administrators to
aid the top administrator and to handle daily decisions. They may
direct activitiesin clinical areas such as nursing, surgery, therapy,
medical records, or health information. (Managers in nonhealth
areas such as administrative services, computer and information
systems, finance, and human resources, are not included in this state-
ment. For information about them, see the statements on manage-
rial occupations elsewhere in the Handbook.)

In smaller facilities, top administrators handle more of the de-
tails of daily operations. For example, many nursing home admin-
istrators manage personnel, finance, facility operations, and
admissions, and have alarger role in resident care.

Clinical managers have more specific responsibilities than gen-
eraists, and have training or experience in a specific clinical area.
For example, directors of physical therapy are experienced physical
therapists, and most health information and medical record admin-
istrators have a bachelor’s degree in health information or medical
record administration. These managers establish and implement
policies, objectives, and procedures for their departments; evaluate
personnel and work; develop reports and budgets; and coordinate
activities with other managers.

In group practices, managers work closely with physicians.
Whereas an office manager may handle business affairs in
small medical groups, leaving policy decisionsto the physicians
themselves, larger groups usually employ afull-time administra-
tor to advise on business strategies and coordinate day-to-day
business.

A small group of 10 or 15 physicians might employ one admin-
istrator to oversee personnel matters, billing and collection, bud-
geting, planning, equipment outlays, and patient flow. A large
practice of 40 or 50 physicians may have a chief administrator and
several assistants, each responsible for different areas.

Medical and health services managersin managed care settings
perform functions similar to those in large group practices, except
their staffs may be larger. In addition, they may do more work in
the areas of community outreach and preventive care than manag-
ers of agroup practice.

Some medical and health services managers oversee the activi-
ties of anumber of facilitiesin health systems. Such systems may
contain both inpatient and outpatient facilitiesand offer awiderange
of patient services.
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Medical and health services managers are called upon to improve
efficiency in healthcare facilities and the quality of the healthcare
provided.

Working Conditions
Most medical and health services managers work long hours. Fa-
cilities such as nursing homes and hospital s operate around the clock,
and administrators and managers may be called at al hoursto deal
with problems. They also may travel to attend meetings or inspect
satellite facilities.

Some managerswork in comfortable, private offices; othersshare
space with other managers or staff. They may spend considerable
time walking, to consult with coworkers.

Employment

Medical and health services managers held about 250,000 jobsin
2000. Almost 2 out of 5 jobs were in hospitals. About 1 in 5
were in nursing and personal care facilities or offices and clinics
of physicians. Theremainder worked mostly in home health agen-
cies, ambulatory facilities run by state and local governments,
offices of dentists and other health practitioners, medical and den-
tal laboratories, residential care facilities, and other social service
agencies.

Training, Other Qualifications, and Advancement

Medical and health services managers must be familiar with man-
agement principles and practices. A master’s degree in health
services administration, long-term care administration, health
sciences, public health, public administration, or business admin-
istration isthe standard credential for most generalist positionsin
this field. However, a bachelor’'s degree is adequate for some
entry-level positions in smaller facilities and at the departmental
level within healthcare organizations. Physicians' offices and some
other facilities may substitute on-the-job experience for formal
education.

For clinical department heads, a degree in the appropriate field
and work experience may be sufficient for entry. However, amaster’s
degree in health services administration or a related field may be
required to advance. For example, nursing service administrators
usually are chosen from among supervisory registered nurses with
administrative abilities and a graduate degree in nursing or health
services administration.

Bachelor’'s, master’s, and doctoral degree programsin health ad-
ministration are offered by colleges, universities, and schools of



public health, medicine, alied health, public administration, and
business administration. In 2001, 67 schools had accredited pro-
grams leading to the master’s degree in health services administra-
tion, according to the Accrediting Commission on Education for
Health Services Administration.

Some graduate programs seek students with undergraduate de-
greesin business or health administration; however, many gradu-
ate programs prefer studentswith aliberal artsor health profession
background. Candidates with previous work experience in
healthcare also may have an advantage. Competition for entry to
these programsis keen, and applicants need above-average grades
to gain admission. Graduate programs usually last between 2 and
3years. They may include up to 1 year of supervised administra-
tive experience, and course work in areas such as hospital organi-
zation and management, marketing, accounting and budgeting,
human resources administration, strategic planning, health eco-
nomics, and health information systems. Some programs allow
students to specialize in one type of facility—hospitals, nursing
homes, mental health facilities, or medical groups. Other pro-
grams encourage a generalist approach to health administration
education.

New graduates with master’s degrees in health services admin-
istration may start as department managers or as staff employees.
The level of the starting position varies with the experience of the
applicant and size of the organization. Hospitals and other health
facilities offer postgraduate resi dencies and fell owships, which usu-
aly are staff positions. Graduates from master’s degree programs
alsotakejobsinlargegroup medical practices, clinics, mental health
facilities, multifacility nursing home corporations, and consulting
firms.

Graduates with bachelor’s degrees in health administration usu-
ally begin as administrative assistants or assi stant department heads
in larger hospitals. They also may begin as department heads or
assistant administrators in small hospitals or nursing homes.

All States and the District of Columbia require nursing home
administrators to have a bachelor’s degree, pass alicensing exami-
nation, complete a State-approved training program, and pursue
continuing education. A license is not required in other areas of
medical and health services management.

Medical and health services managers often are responsible for
millions of dollars of facilities and equipment and hundreds of
employees. To make effective decisions, they need to be open to
different opinions and good at analyzing contradictory informa-
tion. They must understand finance and information systems, and
be able to interpret data. Motivating others to implement their
decisionsrequiresstrong leadership abilities. Tact, diplomacy, flex-
ibility, and communication skills are essential because medical and
health services managers spend most of their timeinteracting with
others.

Medical and health services managers advance by moving into
more responsible and higher paying positions, such as assistant or
associate administrator, or by moving to larger facilities.

Job Outlook

Employment of medical and health services managers is expected
to grow faster than the average for all occupations through 2010 as
the health servicesindustry continuesto expand and diversify. Op-
portunities for managers will be closely related to growth in the
industry in which they are employed. Opportunities will be espe-
cialy good in home healthcare, long-term care, and nontraditional
health organizations, such as managed care operations and consult-
ing firms. Managers with work experience in the healthcare field
and strong business and management skills should have the best
opportunities.

Hospitals will continue to employ the most managers, athough
the number of jobswill grow slowly compared with other areas. As
hospital s continueto consolidate, centralize, and diversify functions,
competition will increase at al job levels. Medical and health ser-
vices managerswith experiencein largefacilitieswill enjoy the best
job opportunities as hospitals become larger and more complex.

Employment will grow the fastest in residential care facilities
and practitioners offices and clinics. Many services previously
provided in hospitals will continue to shift to these sectors, espe-
cialy asmedical technologiesimprove. Demand in medical group
practice management will grow as medical group practices become
larger and more complex. Medical and health services managers
will need to deal with the pressures of cost containment and finan-
cia accountability, as well as with the increased focus on preven-
tivecare. They alsowill becomemoreinvolvedintryingtoimprove
the health of their communities. Managerswith specialized experi-
enceinaparticular field, such asreimbursement, should have good
opportunities.

Medical and health services managers also will be employed by
healthcare management companies who provide management ser-
vices to hospitals and other organizations, as well as specific de-
partments such as emergency, information management systems,
managed care contract negotiations, and physician recruiting.

Earnings

Median annual earnings of medical and health services managers
were $56,370 in 2000. The middle 50 percent earned between
$44,460 and $72,550. Thelowest 10 percent earned | essthan $35,210,
and the highest 10 percent earned more than $97,900. Median an-
nual earnings in the industries employing the largest numbers of
medical and health services managers in 2000 were as follows:

HOSPITAIS ...ttt $60,360
LoCal QOVEINMENL ..o s 56,800
Offices and clinics of medical doctors..........ccoeeeeeeeevvieiiereneenne. 53,430
Health and allied services, not elsewhere classified ................... 51,800
Nursing and personal care facilities........ocoovvevecrencicnenccine 51,240

Earnings of medical and health services managers vary by type
and size of the facility, as well as by level of responsibility. For
example, the Medical Group Management A ssociation reported that
median salaries in 2000 for administrators by group practice size
were $65,125 in practices with fewer than 7 physicians; $83,022in
practices with 7 to 25 physicians, and $96,402 in practices with
more than 26 physicians.

According to asurvey by Modern Healthcare magazine, median
annual compensation in 2001 for managers of the following clini-
cal departmentswas $67,200 in respiratory therapy, $69,900in home
healthcare, $71,400 in physical therapy, $76,500 in radiology,
$77,100 in clinical laboratory, $79,700 in rehabilitation services,
$85,200 in ambulatory and outpatient services, and $113,800 in
nursing services. Salaries also varied according to size of facility
and geographic region.

Related Occupations

Medica and health services managers have training or experience
in both health and management. Workers in other occupations re-
quiring knowledge of both fields are insurance underwriters and
socia and community service managers.

Sour ces of Additional Information

Information about undergraduate and graduate academic programs
inthisfield is available from:

» Association of University Programsin Health Administration, 730 11th
St. NW., Washington, DC 20001-4510. Internet: http://www.aupha.org
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For alist of accredited graduate programs in medical and health
services administration, contact:
» Accrediting Commission on Education for Health Services
Administration, 730 11th St. NW., Washington, DC 20001-4510.
Internet: http://www.acehsa.org

For information about career opportunities in long-term care
administration, contact:
» American College of Health Care Administrators, 1800 Diagonal Rd.,
Suite 355, Alexandria, VA 22314. Internet: http://www.achca.org

For information about career opportunitiesin medical group prac-
tices and ambulatory care management, contact:
» Medica Group Management Association, 104 Inverness Terrace East,
Englewood, CO 80112-5306.

For information about medical and healthcare office managers,
contact:
» Professional Association of Hedth Care Office Management, 461 East
TenMileRd., Pensacola, FL 32534-9712. Internet: http://www.pahcom.com

. ________________________________________________________|
Property, Real Estate, and

Community Association Managers
(O*NET 11-9141.00)

Significant Points

e Many enter the occupation as onsite managers of
apartment buildings, office complexes, or community
associations, or as employees of property management
firms or community association management
companies.

e Almost half of al property and real estate managers
were self-employed, compared with only 8 percent of
all workers combined.

e Opportunities should be best for those with college
degrees in business administration or related fields, as
well as professional designations.

Nature of the Work

Buildings can be homes, stores, or offices to those who use them.
To businesses and investors, properly managed real estate is a po-
tential source of income and profits, and to homeowners, itisaway
to preserve and enhance resale values. Property, rea estate, and
community association managers maintain and increase the value
of real estateinvestments. Property and real estate managersover-
see the performance of income-producing commercial or residen-
tial properties, and ensure that real estate investments achieve their
expected revenues. Community association managers manage the
common property and services of condominiums, cooperatives, and
planned communities through their homeowners' or community
associations.

When owners of apartments, office buildings, or retail or indus-
trial propertieslack thetime or expertise needed for day-to-day man-
agement of their real estate investments or homeowners’
associations, they often hire a property or real estate manager, or
community association manager. The manager is employed either
directly by the owner or indirectly through a contract with a prop-
erty management firm.

Generally, property and real estate managers handle the finan-
cia operations of the property, ensuring that mortgages, taxes, in-
surance premiums, payroll, and maintenance bills are paid on time.
In community associations, however, homeowners pay their own
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real estate taxes and mortgages. Some property managers, called
asset property managers, supervisethe preparation of financia state-
ments and periodicaly report to the owners on the status of the
property, occupancy rates, dates of lease expirations, and other
matters.

Often, property managers negotiate contracts for janitorial, se-
curity, groundskeeping, trash removal, and other services. When
contracts are awarded competitively, managers solicit bids from
several contractors and recommend to the owners which bid to ac-
cept. They monitor the performance of contractors and investigate
and resolve complaints from residents and tenants when services
are not properly provided. Managers also purchase supplies and
equipment for the property and make arrangements with specialists
for repairs that cannot be handled by regular property maintenance
staff.

In addition to these duties, property managers must understand
and comply with provisions of legislation, such as the Americans
with Disabilities Act and the Federal Fair Housing Amendment Act,
aswell aslocal fair housing laws. They must ensure that their rent-
ing and advertising practices are not discriminatory and that the
property itself complieswith al of thelocal, State, and Federal regu-
lations and building codes.

Onsite property managers are responsible for day-to-day opera-
tionsfor one piece of property, such as an office building, shopping
center, community association, or apartment complex. To ensure
that the property is safe and properly maintained, onsite managers
routinely inspect the grounds, facilities, and equipment to deter-
mine if repairs or maintenance are needed. They meet not only
with current residents when handling requests for repairs or trying
to resolve complaints, but also with prospective residents or ten-
ants to show vacant apartments or office space. Onsite managers
also areresponsible for enforcing the terms of rental or lease agree-
ments, such as rent collection, parking and pet restrictions, and ter-
mination-of-lease procedures. Other important duties of onsite
managers include keeping accurate, up-to-date records of income
and expenditures from property operations and submitting regular
expense reports to the asset property manager or owners.

Property managers who do not work onsite act as a liaison be-
tween the onsite manager and the owner. They also market vacant
space to prospective tenants through the use of aleasing agent, ad-
vertising, or by other means, and establish rental rates in accor-
dance with prevailing local economic conditions.

Some property and real estate managers, often called real estate
asset managers, act as the property owners' agent and adviser for
the property. They plan and direct the purchase, devel opment, and
disposition of real estate on behalf of the business and investors.
These managers focus on long-term strategic financia planning
rather than on day-to-day operations of the property.

When deciding to acquire property, real estate asset managers
take several factorsinto consideration, such as property values, taxes,
zoning, population growth, transportation, and traffic volume and
patterns. Once a site is selected, they negotiate contracts for the
purchase or |ease of the property, securing the most beneficial terms.
Real estate asset managersperiodically review their company’sreal
estate holdings and identify propertiesthat are no longer financially
profitable. They then negotiate the sale or termination of the |ease
of such properties. (For more information, see the statement on
real estate brokers and sales agents, located el sewhere in the Hand-
book.)

Property and real estate managers who work for homebuilders,
real estate developers, and land development companies acquire
land and plan construction of shopping centers, houses, apartments,
office buildings, or industrial parks. They negotiate with represen-
tativesof local governments, other businesses, community and public



interest groups, and public utilities to eliminate obstacles to the
development of land and to gain support for a planned project. It
sometimes takes yearsto win approval for aproject and, in the pro-
cess, managers may haveto modify plansfor the project many times.
Once cleared to proceed with a project, managers may help to ne-
gotiate short-term loans to finance the construction of the project,
and later negotiate long-term permanent mortgage loans. They then
help choose, assist, and advise the architectural firms that draw up
detailed plans and the construction companiesthat build the project.

In many respects, the work of community association managers
parallels that of property managers. They collect monthly assess-
ments, prepare financial statements and budgets, negotiate with
contractors, and help resolve complaints. In other respects, how-
ever, thework of community association managersdiffersfrom that
of other residential property and real estate managers. They inter-
act on a daily basis with homeowners and other residents, rather
than with renters. Hired by the volunteer board of directors of the
association, community association managers administer the daily
affairs, and oversee the maintenance of property and facilities that
the homeowners own and usejointly through the association. They
also assist the board and ownersin complying with association and
government rules and regulations.

Some associ ations encompass thousands of homes and employ
their own onsite staff and managers. In addition to administering
the associations' financial records and budget, managers may be
responsiblefor the operation of community pools, golf courses, and

The: perfioct She
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Property, real estate, and community association managers are
responsible for landscaping and parking areas.

community centers, and for the maintenance of landscaping and
parking areas. Community association managers also may meet
with the elected boards of directors to discuss and resolve lega
issues or disputes between neighbors, aswell asto review any pro-
posed changes or improvements by homeowners to their proper-
ties, to make sure they fit within community guidelines.

Working Conditions

Offices of most property, real estate, and community association
managersareclean, modern, and well-lighted. However, many man-
agers spend a major portion of their time away from their desks.
Onsite managers, in particular, may spend a large portion of their
workday away from their office, visiting the building engineer, show-
ing apartments, checking on thejanitorial and maintenance staff, or
investigating problems reported by tenants. Property and real es-
tate managers frequently visit the properties they oversee, some-
times on a daily basis when contractors are doing major repair or
renovation work. Real estate asset managers may spend time away
from homewhiletraveling to company real estate holdingsor search-
ing for properties to acquire.

Property, real estate, and community association managers often
must attend meetings in the evening with residents, property own-
ers, community association boards of directors, or civic groups. Not
surprisingly, many managers put in long workweeks, especially be-
fore financial and tax reports are due. Some apartment managers
arerequired to livein apartment complexeswhere they work so that
they are available to handle any emergency that occurs, even when
they are off duty. They usualy receive compensatory time off for
working nights or weekends. Many apartment managers receive
time off during the week so that they are available on weekends to
show apartments to prospective residents.

Employment

Property, real estate, and community associ ation managersheld about
270,000 jobsin 2000. Two of every 5worked for real estate agents
and managers, real estate operators and lessors, or property man-
agement firms. Othersworked for real estate devel opment compa-
nies, government agencies that manage public buildings, and
corporations with extensive holdings of commercia properties.
Forty-eight percent of property and real estate managers were self-
employed, compared with only 8 percent for all workers combined.

Training, Other Qualifications, and Advancement

Most employers prefer to hire college graduates for property man-
agement positions. Entrants with degrees in business administra-
tion, accounting, finance, real estate, public administration, or related
fields are preferred, but those with degrees in the libera arts also
may qualify. Good speaking, writing, computer, and financial skills,
aswell asan ability to tactfully deal with people, are essential inall
areas of property management.

Many people enter property management as onsite managers of
apartment buildings, office complexes, or community associations,
or asemployees of property management firms or community asso-
ciation management companies. Asthey acquire experience work-
ing under the direction of aproperty manager, they may advanceto
positionswith greater responsibility at larger properties. Thosewho
excel as onsite managers often transfer to assistant property man-
ager positionsin which they can acquire experience handling abroad
range of property management responsibilities.

Previous employment asareal estate sal es agent may be an asset
to onsite managers because it provides experience useful in show-
ing apartments or office space. Inthe past, those with backgrounds
in building maintenance have advanced to onsite manager positions
on the strength of their knowledge of building mechanical systems,
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but thisisbecoming lesscommon as employers place greater empha-
sis on administrative, financial, and communication abilities for
managerial jobs.

Although many people entering jobs such as assistant property
manager do so by having previously gained onsite management
experience, employersincreasingly hireinexperienced college gradu-
ateswith bachelor’s or master’s degreesin business administration,
accounting, finance, or real estate for these positions. Assistants
work closely with a property manager and learn how to prepare
budgets, analyze insurance coverage and risk options, market prop-
erty to prospective tenants, and collect overdue rent payments. In
time, many assistants advance to property manager positions.

The responsibilities and compensation of property, real estate,
and community associ ation managersincrease asthey manage more
and larger properties. Most property managers are responsible for
severa properties at atime. Astheir careers advance, they gradu-
ally areentrusted with larger propertieswhose management ismore
complex. Many specialize in the management of one type of prop-
erty, such as apartments, office buildings, condominiums, coopera-
tives, homeowner associations, or retail properties. Managers who
excel at marketing propertiesto tenants may specializein managing
new properties, while those who are particularly knowledgeable
about buildings and their mechanical systems might speciaize in
the management of older properties requiring renovation or more
frequent repairs. Some experienced managers open their own prop-
erty management firms.

Persons most commonly enter real estate asset manager jobs by
transferring from positions as property managers or real estate bro-
kers. Real estate asset managers must be good negotiators, adept at
persuading and handling people, and good at analyzing datain or-
der to assess the fair market value of property or its development
potential. Resourcefulness and creativity in arranging financing
are essential for managers who speciaize in land devel opment.

Many employersencourage attendance at short-term formal train-
ing programs conducted by various professional and trade associa-
tions active in the real estate field. Employers send managers to
these programsto improve their management skills and expand their
knowledge of specialized subjects, such as the operation and main-
tenance of building mechanical systems, enhancement of property
values, insurance and risk management, personnel management, busi-
ness and real estate law, community association risks and liabilities,
tenant relations, communications, and accounting and financial con-
cepts. Managers also participate in these programs to prepare them-
selvesfor positionsof greater responsibility in property management.
Completion of these programs, related job experience, and a satis-
factory score on a written examination lead to certification, or the
formal award of aprofessional designation, by the sponsoring asso-
ciation. (Some organizationsoffering such programsarelisted at the
end of thisstatement.) In addition to these qudlifications, some asso-
ciations require their members to adhere to a specific code of ethics.
In some States, community association managers must be licensed.

Managers of public housing subsidized by the Federal Govern-
ment are required to be certified, but many property, real estate,
and community association managers, who work with all types of
property, choose to earn a professional designation voluntarily be-
cause it represents formal industry recognition of their achieve-
ments and status in the occupation. Rea estate asset managers
who buy or sell property are required to be licensed by the Statein
which they practice.

Job Outlook

Employment of property, real estate, and community association
managersis projected to increase faster than the average for all oc-
cupations through the year 2010. Many job openings are expected
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to occur as managers transfer to other occupations or leave the la-
bor force. Opportunities should be best for those with a college
degreein business administration, real estate, or arelated field, and
for those who attain a professional designation.

Job growth among onsite property managersin commercial real
estate is expected to accompany the projected expansion in several
industry groups: Wholesale and retail trade; finance, insurance, and
real estate; and services. Additional employment growth will stem
from expansion of existing buildings.

An increase in the Nation's stock of apartments, houses, and
offices also should require more property managers. Devel opments
of new homesincreasingly are being organized with community or
homeowner associationsthat provide community servicesand over-
see jointly owned common areas, requiring professional manage-
ment. To help properties become more profitable or to enhance the
resale values of homes, more commercia and residential property
owners are expected to place their investments in the hands of pro-
fessional managers.

The changing demographic composition of the population also
should create more jobs for property, real estate, and community
association managers. The number of older people will grow dur-
ing the 2000-10 projection period, increasing the need for various
types of suitable housing, such as assisted-living facilities and re-
tirement communities. Accordingly, therewill be demand for prop-
erty and real estate managersto operate thesefacilities, and especialy
for those who have a background in the operation and administra-
tive aspects of running a health unit.

Earnings

Median annual earnings of salaried property, real estate, and com-
munity association managers were $36,020 in 2000. The middle
50 percent earned between $24,100 and $53,780 ayear. The low-
est 10 percent earned less than $16,720, and the highest 10 percent
earned more than $80,360 ayear. Median annual earnings of sala-
ried property, real estate, and community association managersin
2000 were as follows:

LoCal QOVEINMENL ....c.oveniiiieeirierie e e
Real estate agents and managers
Real estate operators and lessors

Many resident apartment managers and onsite association man-
agers receive the use of an apartment as part of their compensation
package. Managers often are reimbursed for the use of their per-
sona vehicles, and managers employed in land development often
receiveasmall percentage of ownership in the projectsthey develop.

According to a survey conducted by the Community Associa-
tion Institute, the median annual salary for community managers
was $42,000 in 2000, with the middle 50 percent earning between
$34,000 and $55,000 a year. For assistant community managers,
the median annual salary was $30,000, with the middle 50 percent
earning between $25,000 and $38,000 a year.

Related Occupations

Property, real estate, and community association managersplan, or-
ganize, staff, and manage the real estate operations of businesses.
Workers who perform similar functions in other fields include ad-
ministrative services managers, education administrators, food ser-
vice managers, lodging managers, medical and health services
managers, real estate brokers and sales agents, and urban and re-
giona planners.

Sour ces of Additional Information
General information about education and careers in property man-
agement is available from:



> Ingtitute of Real Estate Management, 430 N. Michigan Ave., Chicago,
IL 60611. Internet: http://www.irem.org

For information on careers and certification programs in com-
mercial property management, contact:
» Building Owners and Managers Institute, 1521 Ritchie Hwy., Arnold,
MD 21012. Internet: http://www.bomi-edu.org

For information on careers and professional designation and cer-
tification programsin residential property and community associa-
tion management, contact:
» Community Associations Institute, 225 ReinekersLn., Suite 300, Alex-
andria, VA 22314. Internet: http://www.caionline.org
> National Board of Certification for Community Association Managers,
P.O. Box 25037, Alexandria, VA 22313. Internet: http://www.nbccam.org

|
Purchasing Managers, Buyers, and

Purchasing Agents
(O*NET 11-3061.00, 13-1021.00, 13-1022.00, 13-1023.00)

Significant Points

e Morethan half were employed in wholesale trade or
manufacturing establishments.

e Some firms promote qualified employees to these
positions, while other employers recruit college
graduates; regardless of academic preparation, new
employees must learn the specifics of their employers
business.

e Overal employment is expected to experience little or
no change due to productivity improvements brought
about by the increasing use of computers and the
Internet; however, employment will vary by
occupational specialty.

Natur e of the Work
Purchasing managers, buyers, and purchasing agents seek to obtain
the highest quality merchandise at the lowest possible purchase cost
for their employers. Ingeneral, purchasersbuy goods and services
for their company or organization, whereas buyers typically buy
itemsfor resale. Purchasersand buyers determine which commodi-
ties or services are best, choose the suppliers of the product or ser-
vice, negotiate the lowest price, and award contracts that ensure
that the correct amount of the product or service is received at the
appropriate time. In order to accomplish these tasks successfully,
purchasing managers, buyers, and purchasing agents study sales
records and inventory levels of current stock, identify foreign and
domestic suppliers, and keep abreast of changes affecting both the
supply of and demand for needed products and materials.
Purchasing managers, buyers, and purchasing agents evaluate
suppliersbased upon price, quality, service support, availability, re-
liability, and selection. To assist them in their search, they review
catalogs, industry and company publications, directories, and trade
journals. Much of thisinformation isnow available on the Internet.
They research the reputation and history of the suppliers and may
advertise anticipated purchase actions in order to solicit bids. At
meetings, trade shows, conferences, and suppliers’ plants and dis-
tribution centers, they examine products and services, assess a
supplier’s production and distribution capabilities, and discuss other
technical and business considerations that influence the purchasing
decision. Once al the necessary information on suppliersis gath-
ered, orders are placed and contracts are awarded to those suppliers

who meset the purchasers' needs. Contracts often are for severa
yearsand may stipulate the price or anarrow range of prices, alow-
ing purchasers to reorder as necessary. Other specific job duties
and responsibilities vary by employer and by the type of commodi-
ties or services to be purchased.

Purchasing specialists employed by government agencies or
manufacturing firms usually are called purchasing directors, man-
agers, or agents; buyersor industrial buyers; or contract specialists.
Theseworkersacquire materials, parts, machines, supplies, services,
and other materials used in the production of afinal product. Some
purchasing managers specializein negotiating and supervising sup-
ply contracts and are called contract or supply managers. Purchas-
ing agents and managers obtain items ranging from raw materials,
fabricated parts, machinery, and office suppliesto construction ser-
vices and airline tickets. The flow of work—or even the entire
production process—can be slowed or halted if the right materials,
supplies, or equipment are not on hand when needed. To be effec-
tive, purchasing specialists must have a working technical knowl-
edge of the goods or services to be purchased.

Inlargeindustrial organizations, adistinction oftenisdrawn be-
tween the work of a buyer or purchasing agent and that of a pur-
chasing manager. Purchasing agents and buyers commonly focus
on routine purchasing tasks, often speciaizing in a commodity or
group of related commodities, such as steel, lumber, cotton, grains,
fabricated metal products, or petroleum products. Purchasing agents
usually track market conditions, price trends, or futures markets.
Purchasing managers usually handle the more complex or critical
purchases and may supervise a group of purchasing agents han-
dling other goods and services. Whether aperson istitled purchas-
ing manager, buyer, or purchasing agent depends more on specific
industry and employer practices than on specific job duties.

Changing business practices have atered the traditional roles of
purchasing or supply management speciaists in many industries.
For example, manufacturing companies increasingly involve pur-
chasing workers at most stages of product devel opment because of
their ability to forecast a part’s or material’s cost, availability, and
suitability for its intended purpose. Furthermore, potential prob-
lemswith the supply of materials may be avoided by consulting the
purchasing department in the early stages of product design.

Businesses also might enter into integrated supply contracts.
These contracts increase the importance of supplier selection be-
cause agreements are larger in scope and longer in duration. Inte-
grated supply incorporates all members of the supply chainincluding
the supplier, transportation companies, and the retailer. A major
responsibility of most purchasersisto work out problems that may
occur with asupplier because the success of the relationship affects
the buying firm's performance.

Purchasing specialists often work closely with other employees
in their own organization when deciding on purchases, an arrange-
ment sometimes called team buying. For example, they may dis-
cuss the design of custom-made products with company design
engineers, quality problemsin purchased goods with quality assur-
ance engineers and production supervisors, or shipment problems
with managers in the receiving department before submitting an
order.

Contract specidists and managers in various levels of govern-
ment award contracts for an array of items, including office and
building supplies, servicesfor the public, and construction projects.
For example, they may oversee the contract for cleaning services of
a government office building to verify that the work is being done
on schedule and on budget, even though the cleaners are not gov-
ernment employees. They may use sealed bidsto award contracts,
but usually establish negotiated agreements for complex items.
Often, purchasing specialists in government place solicitations for
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services and accept bids and offers through the Internet. Govern-
ment purchasing agents and managers must follow strict laws and
regulations in their work to avoid any appearance of impropriety.
These legal requirements are occasionally changed, so agents and
contract specialists must stay informed about the |atest regulations.

Other purchasing specialists, who buy finished goodsfor resale,
are employed by wholesale and retail establishments where they
commonly are known as buyers or merchandise managers. Whole-
sale and retail buyers are an integral part of a complex system of
distribution and merchandising that caters to the vast array of con-
sumer needs and desires. Wholesale buyers purchase goods di-
rectly from manufacturers or from other wholesale firmsfor resale
to retail firms, commercia establishments, institutions, and other
organizations. In retail firms, buyers purchase goods from whole-
sale firms or directly from manufacturers for resale to the public.
Buyers largely determine which products their establishment will
sell. Therefore, itisessential that they havethe ability to accurately
predict what will appeal to consumers. They must constantly stay
informed of the latest trends because failure to do so could jeopar-
dize profits and the reputation of their company. Buyers aso fol-
low adsin newspapers and other mediato check competitors' sales
activitiesand watch general economic conditionsto anticipate con-
sumer buying patterns. Buyersworking for large and medium-sized
firms usually specialize in acquiring one or two lines of merchan-
dise, whereas buyers working for small stores may purchase their
complete inventory.

The use of private-label merchandise and the consolidation of
buying departments haveincreased the responsibilities of retail buy-
ers. Private-label merchandise, produced for a particular retailer,
requires buyersto work closely with vendorsto develop and obtain
the desired product. The downsizing and consolidation of buying
departments increases the demands placed on buyers because, al-
though the amount of work remains unchanged, there are fewer
people to accomplishit. Theresult isan increasein the workloads
and levels of responsibility.

Many merchandise managers assist in the planning and imple-
mentation of sales promotion programs. Working with merchan-
dise executives, they determine the nature of the sale and purchase
accordingly. They may work with advertising personnel to create
an ad campaign. For example, they may determine in which media
the advertisement will be placed—newspapers, direct mail, televi-
sion, or some combination of these. 1n addition, merchandise man-
agersoftenvisit the selling floor to ensurethat the goods are properly
displayed. Often, assistant buyers are responsible for placing or-
ders and checking shipments.

Computers continue to have a mgjor effect on the jobs of pur-
chasing managers, buyers, and purchasing agents. |n manufacturing
and service industries, computers handle most of the routine tasks,
enabling purchasing workersto concentrate mainly ontheanalytical
and qualitative aspects of the job. Computers are used to obtain
instant and accurate product and price listings, to track inventory
levels, to process orders, and to help determine when to make pur-
chases. Computers also maintain lists of bids and offers, record the
history of supplier performance, and issue purchase orders.

Computerized systems have dramatically simplified many of
the acquisition functions and improved the efficiency of determin-
ing which products are selling. For example, cash registers con-
nected to computers, known as point-of-sale terminals, allow
organizations to maintain instant accessto current sales and inven-
tory records. This information can then be used to produce sales
reports that reflect customer buying habits. The ability to quickly
know which products or combination of products are selling well
provides powerful datathat buyersand supply managers can useto
increase sales and reduce costs. Buyers can gain instant access to

62

Reviewing contract bids is an important task for purchasing
managers, buyers, and purchasing agents.

the specificationsfor thousands of commodities, inventory records,
and their customers' purchase recordsto avoid overpaying for goods
and to avoid shortages of popular goods or surpluses of goods that
donot sell aswell. Firmsarelinked with manufacturers and whole-
salers by electronic purchasing systems, the Internet, or extranets.
These systems improve the speed for selection, customization, and
ordering, and they provide information on availability and ship-
ment—allowing buyers to better concentrate on the selection of
goods and suppliers.

Working Conditions

Most purchasing managers, buyers, and purchasing agentswork in
comfortable, well-lighted offices. They frequently work more than
the standard 40-hour week because of special sales, conferences, or
production deadlines. Evening and weekend work also iscommon.
For thoseworking inretail trade, thisisespecialy true prior to holi-
day and back-to-school seasons. Consequently, many retail firms
discourage the use of vacation time during peak periods.

Buyers and merchandise managers often work under great pres-
sure. Because wholesale and retail stores are so competitive, buy-
ers need physical stamina to keep up with the fast-paced nature of
their work.

Many purchasing managers, buyers, and purchasing agentstravel
at least several days a month. Purchasers for worldwide manufac-
turing companies and large retailers, and buyers of high fashion,
may travel outside the United States.

Employment
Purchasing managers, buyers, and purchasing agents held about
536,000 jobs in 2000. More than one-half worked in wholesae
trade or manufacturing establishments such as distribution centers
or factories, and another one-sixth worked in retail trade establish-
ments such asgrocery or department stores. The remainder worked
mostly in service establishments or different levels of government.
A small number were self-employed.

The following tabulation shows the distribution of employment
by occupational specialty:

Purchasing agents, except wholesale, retail, and farm products. 237,000

Wholesale and retail buyers, except farm products 148,000
Purchasing managers .........cccccvereienenencneneneneenens 132,000
Purchasing agents and buyers, farm products.............cccecevereenene. 20,000



Training, Other Qualifications, and Advancement

Qualified persons may begin as trainees, purchasing clerks, expe-
diters, junior buyers, or assistant buyers. Retail and wholesale
firms prefer to hire applicants who have a college degree, and are
familiar with the merchandise they sell and with wholesaling and
retailing practices. Some retail firms promote qualified employ-
ees to assistant buyer positions; others recruit and train college
graduates as assistant buyers. Most employers use a combination
of methods.

Educational requirements tend to vary with the size of the
organization. Large stores and distributors, especially those in
wholesale and retail trade, prefer applicants who have com-
pleted a bachelor’s degree program with a business emphasis.
Many manufacturing firms put a greater emphasis on formal
training. They prefer applicants with abachelor’s or master’s de-
gree in engineering, business, economics, or one of the applied
sciences.

Regardless of academic preparation, new employees must learn
the specifics of their employers' business. Training periodsvary in
length, with most lasting 1 to 5 years. Inwholesale and retail estab-
lishments, most trainees begin by selling merchandise, supervising
salesworkers, checking invoices on material received, and keeping
track of stock. Asthey progress, retail trainees are given increased
buying-related responsibilities.

In manufacturing, new purchasing employees often are enrolled
in company training programs and spend a considerable amount of
time learning about company operations and purchasing practices.
They work with experienced purchasers to learn about commaodi-
ties, prices, suppliers, and markets. In addition, they may be as-
signed to the production planning department to learn about the
material requirements system and the inventory system the com-
pany usesto keep production and replenishment functions working
smoothly.

Purchasing managers, buyers, and purchasing agents must know
how to use word processing aswell as spreadsheet software and the
Internet. Other important qualities include the ability to analyze
technical datain suppliers proposals; good communication, nego-
tiation, and mathematical skills; knowledge of supply-chain man-
agement; and the ability to perform financial analyses.

Persons who wish to become wholesale or retail buyers should
be good at planning and decision making and have an interest
in merchandising. Anticipating consumer preferences and en-
suring that goods are in stock when they are needed require re-
sourcefulness, good judgment, and self-confidence. Buyers must
be able to quickly make decisions and to take risks. Marketing
skillsand the ability to identify productsthat will sell also arevery
important. Employers often look for leadership ability because
buyers spend a large portion of their time supervising assistant
buyers and dealing with manufacturers' representatives and store
executives.

Experienced buyers may advance by moving to a department
that manages a larger volume or by becoming a merchandise
manager. Others may go to work in sales for a manufacturer or
wholesaler.

An experienced purchasing agent or buyer may become an as-
sistant purchasing manager in charge of agroup of purchasing pro-
fessionalsbefore advancing to purchasing manager, supply manager,
or director of materials management. At thetop levels, duties may
overlap with other management functions such as production, plan-
ning, logistics, and marketing.

Regardless of industry, continuing education is essential for
advancement. Many purchasers participate in seminars offered
by professional societies and take college courses in supply
management. Professional certification isincreasingly important.

In private industry, recognized marks of experience and profes-
sional competence arethe Accredited Purchasing Practitioner (APP)
and Certified Purchasing Manager (CPM) designations, conferred
by the Institute for Supply Management, and the Certified Purchas-
ing Professional (CPP) designation and the Certified Professional
Purchasing Manager (CPPM), conferred by the American Purchas-
ing Society. In Federal, State, and local government, the indica-
tions of professional competence are Certified Professional Public
Buyer (CPPB) and Certified Public Purchasing Officer (CPPO),
conferred by the National Institute of Governmental Purchasing.
Most of these certifications are awarded only after work-related
experience and education requirements are met, and written or oral
exams are successfully completed.

Job Outlook

Overall employment of purchasing managers, buyers, and purchas-
ing agents is expected to experience little or no change through
the year 2010. Demand for these workers will not keep up with
therising level of economic activity because the increasing use of
computers has alowed the paperwork involved in ordering and
procuring suppliesto be eliminated, reducing the demand for lower
level buyers who perform these duties and for the managers who
supervise them. In addition, the increased use of credit cards by
some employees to purchase supplies without using the services
of the procurement or purchasing office, combined with the grow-
ing number of buys being made electronically, will restrict de-
mand for purchasing agents. Despite little or no change in
employment, some job openings will result from the need to re-
place workers who transfer to other occupations or leave the labor
force.

Projected employment varies by occupational speciaty. Em-
ployment of purchasing managers is expected to decline through
2010. The use of the Internet to conduct electronic commerce has
made information easier to obtain, thus increasing the productivity
of purchasing managers. The Internet also allows both large and
small companies to bid on contracts. Exclusive supply contracts
and long-term contracting have allowed companiesto negotiate with
fewer suppliers less frequently, further reducing demand for pur-
chasing managers.

Employment of wholesale and retail buyers, except farm prod-
ucts, also is projected to decline. In retail trade, mergers and
acquisitions have forced the consolidation of buying depart-
ments, hence eliminating jobs. In addition, larger retail storesare
removing their buying departments from geographic markets
and centralizing them at their headquarters, thus eliminating more
jobs.

Employment of purchasing agents, except wholesale, retail, and
farm products, is expected to increase about as fast as the average
for al occupations through 2010. Despite the greater use of elec-
tronic transactions, purchases of complex equipment is more diffi-
cult to automate, or transact electronically. Employment of
purchasing agents and buyers, farm products, also is projected to
increase about asfast asthe averagefor all occupations, asthe more
technical nature of farm products limits the ease of making pur-
chases electronically.

Persons who have a bachelor’s degree in business should have
the best chance of obtaining abuyer job in wholesale or retail trade
or within government. A bachelor’s degree, combined with indus-
try experience and knowledge of atechnical field, will be an advan-
tagefor thoseinterested in working for amanufacturing or industrial
company. Government agencies and larger companies usualy re-
quireamaster’sdegreein business or public administration for top-
level purchasing positions.
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Earnings

Median annual earnings of purchasing managers were $53,030 in
2000. The middle 50 percent earned between $38,770 and $71,480
ayear. The lowest 10 percent earned less than $29,100, and the
highest 10 percent earned more than $93,040 a year.

Median annual earnings for purchasing agents and buyers, farm
products were $37,560 in 2000. The middle 50 percent earned be-
tween $29,150 and $52,600 ayear. The lowest 10 percent earned
less than $21,550, and the highest 10 percent earned more than
$80,320 a year.

Median annual earnings for wholesale and retail buyers, except
farm productswere $37,200in 2000. The middle 50 percent earned
between $27,480 and $51,560 ayear. Thelowest 10 percent earned
less than $21,570, and the highest 10 percent earned more than
$70,750 ayear. Median annual earnings in the industries employ-
ing the largest numbers of wholesale and retail buyers, except farm
products in 2000 were as follows:

Groceries and related Products ...........ccvcceveeerereeeeseneeieseseeieneens
Electrical goods .........ccoveivirenneneineseeeeenn
Machinery, equipment, and supplies..................
Miscellaneous shopping goods stores
GIOCENY SIOTES ..ottt ettt

Median annual earnings for purchasing agents, except whole-
sale, retail, and farm products were $41,370 in 2000. The middle
50 percent earned between $32,050 and $53,830 ayear. The low-
est 10 percent earned less than $25,650, and the highest 10 percent
earned more than $67,980 ayear. Median annual earnings in the
industries employing the largest numbers of purchasing agents, ex-
cept wholesale, retail, and farm products in 2000 were as follows:

Federal GOVEMMENL .......cceeeeeiie ettt $53,010
Aircraft and ParS .....coveeeeereree e 49,430
Electronic components and aCCeSSOrieS .........ccoerererererrerieneenenns 40,880

Local government
[ (010 ] = |

Purchasing managers, buyers, and purchasing agentsreceive the
same benefits package as other workers, including vacations, sick
leave, life and health insurance, and pension plans. In addition to
standard benefits, retail buyers often earn cash bonuses based on
their performance and may receive discounts on merchandise bought
from their employer.

Related Occupations

Workers in other occupations who need a knowledge of marketing
and the ability to assess consumer demand include advertising, mar-
keting, promotions, public relations, and sales managers; insurance
sales agents; material recording, scheduling, dispatching, and dis-
tributing occupations, except postal workers; sales engineers; and
sales representatives, wholesale and manufacturing.

Sources of Additional Information

Further information about education, training, employment, and cer-
tification for purchasing careersis available from:

» American Purchasing Society, North Island Center, Suite 203,

8 East Galena Blvd., Aurora, IL 60506.

Internet: http://www.american-purchasing.com

> Ingtitute for Supply Management, PO. Box 22160, Tempe, AZ 85285-
2160. Internet: http://www.napm.org

> National Institute of Governmental Purchasing, Inc., 151 Spring St., Suite
300, Herndon, VA 20170-5223. Internet: http://www.nigp.org
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Tax Examiners, Collectors, and

Revenue Agents
(O*NET 13-2081.00)

Significant Points

e Tax examiners, collectors, and revenue agents work for
Federal, State, and local governments.

e | ong hours may be required during income tax season,
from January to April.

e A bachelor’'s degree in accounting is becoming the
standard source of training for tax examiners, although
some prospective workers may be able to enter the
occupation with only a high school diploma and afew
months of general work experience.

e Employment is expected to grow more slowly than the
average for al occupations.

Nature of the Work

Taxes are one of the certainties of life. And, as long as govern-
ments collect taxes, there will bejobsfor tax examiners, collectors,
and revenue agents. Theseworkersensurethat governmentsobtain
revenues from businesses and citizens by reviewing tax returns,
conducting audits, identifying taxes payable, and collecting over-
due tax dollars.

The work of tax examinersis similar at the Federal, State, and
local government levels. They review filed tax returnsfor accuracy
and determine whether tax credits and deductions are alowed by
law. Because many States assessindividual income taxes based on
the taxpayer’sreported Federal adjusted gross income, tax examin-
ers working for the Federal Government report to the States any
adjustments or corrections they make. State tax examiners then
determine whether the adjustments affect the taxpayer’s State tax
liability. At the local level, tax examiners often have additional
duties, but an integral part of the work still includes the need to
determine the factual basis for claims for refunds.

Tax examiners usually deal with the simplest tax returns—those
filed by individual taxpayers with few deductions or those filed by
small businesses. At the entry level, many tax examiners perform
clerical duties, such asreviewing tax returns and entering them into
acomputer system for processing. If thereisa problem, tax exam-
iners may contact the taxpayer to resolve the problem.

Tax examiners also review returns for accuracy, checking tax-
payers’ math and making sure the amountsthey report match those
reported from other sources, such as employers and banks. In ad-
dition, they verify that social security numbers match names and
that taxpayers have correctly interpreted the instructions on the tax
forms.

Much of atax examiner’sjob involves making surethat tax credits
and deductions claimed by taxpayers are legitimate. Tax examiners
contact the taxpayer by mail or telephone to address discrepancies
and request supporting documentation. They may notify the tax-
payer of any overpayment or underpayment and either issue are-
fund or request further payment. If ataxpayer owesadditional taxes,
tax examiners adjust the total amount by assessing fees, interest,
and penaltiesand notify the taxpayer of thetotal liability. Although
most tax examiners deal with uncomplicated returns, some may work
in more complex tax areas such as pensions or business net-operat-
ing losses.



Revenue agents specidlize in tax-related accounting work for
the U.S. Internal Revenue Service (IRS) and for equivalent agen-
cies at the State and local government levels. Similar to tax exam-
iners, they audit returns for accuracy. However, revenue agents
handle complicated income, sales, and excise tax returns of busi-
nesses and large corporations. As aresult, their work differsin a
number of ways from that of tax examiners.

Entry-level revenue agents at the Federal level usually audit tax
returns of small businesses whose market specializations are simi-
lar. Asthey develop expertisein an industry, such as construction,
retail sales, or finance, insurance, and real estate, revenue agents
work with tax returns of larger corporations.

Many experienced revenue agents speciaize; for example, they
may focus exclusively on multinational businesses. But al rev-
enue agentsworking for the Federal Government must keep abreast
of the lengthy, complex, and frequently changing tax code. Com-
puter technology has simplified the research process, allowing rev-
enue agents Internet access to relevant legal bulletins, IRS notices,
and tax-related court decisions.

At the State level, revenue agents have duties similar to those
of their counterparts in the Federal Government. State revenue
agents use revenue adjustment reports forwarded by the IRS to
determine whether adjustments made by Federal revenue agents
affect a taxpayer’s taxable income in the eyes of the States. In
addition, State agents factor in the sales and income taxes for their
own States.

Atthelocal level, revenue agents have varying titles and duties,
but they still perform field audits or office audits of financial records
for businessfirms. In some cases, local revenue agents also exam-
ine financial records of individuals. These local agents, like their
State counterparts, rely on the information contained in Federal tax
returns. However, local agentsa so must be knowledgeabl e enough
to apply local tax lawsregarding income, utility fees, or school taxes.

Collectors, also called revenue officersin the IRS, deal with de-
linquent accounts. The process of collecting on a delinquent ac-
count startswith the revenue agent or tax examiner sending areport
to the taxpayer. If the latter makes no effort to resolve the delin-
guent account, the caseis assigned to a collector. When a collector
takes acase, he or shefirst sendsthe taxpayer anotice. The collec-
tor then works with the taxpayer on how to settle the debt.

In cases in which taxpayersfail to file atax return, Federa col-
lectors may request that the IRS prepare the return on ataxpayer’s
behalf. In other instances, collectors are responsible for verifying
claimsthat delinquent taxpayers cannot pay their taxes. They investi-
gate these claims by researching court information for the status of
liens, mortgages, or financia statements; locating assets through
third parties, such as neighbors or local Departments of Motor
Vehicles; and requesting legal summonses for other records. Ulti-
mately, collectors must decide whether the IRS should take alien,
or aclaim on an asset—such as a bank account, real estate, or an
automobile—to settle adebt. Collectors also have the discretion to
garnish wages in order to collect on owed taxes.

A big part of acollector’s job at the Federal level isimposing
and following up on delinquent taxpayers' payment deadlines. For
each casefile, collectors also must maintain recordsincluding con-
tacts, telephone numbers, and actions taken.

Like tax examiners and revenue agents, collectors use comput-
ers to maintain files. Computer technology also gives collectors
data access to help them identify high-risk debtors—those who are
unlikely to pay or arelikely to flee.

Collectors at the IRS usually work independently. However,
they call on experts when tax examiners or revenue agents find
fraudulent returns, or when aproperty seizurewill involve complex

legal steps.

A tax collector’s primary responsibility involves imposing and
following up on delinquent taxpayers payment deadlines.

At the State level, collectors decide whether to take action on
the basis of their own States’ tax returns. Collection work may be
handled over the telephone or be turned over to a collector who
specializesin obtaining settlements. These collectors contact people
directly and have authority to issue subpoenas and request seizures
of property. At the local levels, collectors have less power than
their State and Federa counterparts. Although they can start the
processes | eading to seizure of property and garnishment of wages,
they must go through the local court system.

Working Conditions
Tax examiners, collectors, and revenue agents generally work a40-
hour week, although some overtime might be needed during the tax
season. State and local tax examiners, who also may review sales,
gasoline, and cigarette taxes, may have a steadier workload year-
round. Stress may result from the need to work under adeadlinein
checking returns and evaluating taxpayer claims. Collectors also
must face the unpleasant task of confronting delinquent taxpayers.
Tax examiners, collectors, and revenue agents work in clean,
well-lighted offices either in cubicles or desks. Sometimestravel is
necessary. Revenue agentsat both the Federal and Statelevels spend
a significant portion of their time in the offices of private firms
accessing tax-related records. Some agents may be permanently
stationed in the offices of large corporations with complicated tax
structures. Agents at the local level usually work in city halls or
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municipal buildings. Collectorstravel toloca courthouses; county
and municipal seats of government; businesses; and taxpayers
homes to look up records, search for assets, and settle delinquent
accounts.

Employment

In 2000, tax examiners, revenue agents, and collectors held about
79,000 jobs at al levels of government. Half worked for the Fed-
eral Government; 1in 3worked for State governments; and about 1
in 6 worked for local governments. Among those in the IRS, tax
examiners and revenue agents predominate because of the need to
examine or audit all tax returns. Collectors make up asmaller pro-
portion, because most disputed tax liabilities do not require enforced
collection.

Training, Other Qualifications, and Advancement

Tax examiners, collectors, and revenue agents work with confiden-
tial financial and personal information; therefore, trustworthiness
is crucial for maintaining confidentiality for individuals and busi-
nesses. Applicants for Federa Government jobs must submit to a
background investigation.

Tax examiners must be ableto understand fundamental tax regu-
lations and procedures, pay attention to detail, and cope well with
deadlines. A bachelor’sdegreein accounting is becoming the stan-
dard source of training for tax examiners, although some prospec-
tive workers may be able to enter the occupation with only a high
school diplomaand afew months of general work experience. For
more advanced entry-level positions, applicants must have a
bachel or’s degree; demonstrate some specialized experience work-
ing with tax records, tax |aws and regul ations, documents, financial
accounts, or similar records; or have some combination of posthigh
school education and specialized experience. After they are hired,
tax examiners receive some formal training. Additionally, annual
employer-provided updates keep tax examiners current with changes
in procedures or regulations.

Revenue agents need strong analytical, organizational, and time
management skills. They also must be able to work independently
because they spend so much time away from their home office, and
must keep current with changesin the tax code and laws. Revenue
agents handle complex tax returns, so the usual minimum educa-
tional requirement for revenue agent positions is a bachelor’s de-
greewith at least 30 creditsin accounting; or 24 creditsin accounting
plus 6 hours of business law, economics, financial management, or
statistics; or a Certified Public Accountant (CPA) certificate.
Although difficult, it aso is possible to qualify for entry-level rev-
enue agent jobs with some combination of experience and educa-
tion. Newly hired revenue agents expand their accounting
knowledge and remain up to date by consulting auditing manuals
and other sources for detailed information about individual indus-
tries. Additionally, employers continually offer training in new
auditing techniques and tax-related issues and court decisions.

Collectors need good interpersonal and communication skills
because they deal directly with the public and because their reports
are scrutinized when the IRS must legally justify attempts to seize
assets. They also must be able to act independently and to exercise
good judgment for deciding when and how to collect a debt. Ap-
plicants for collector jobs need experience demonstrating know!-
edge and understanding of business and financial practices or
knowledge of credit operations and practices related to the collec-
tion of delinquent accounts. They also may qualify withabachelor’s
degree or CPA certificate.

Entry-level collectors receive formal and on-the-job training
under an instructor’ s guidance before working independently. Col-
lectors usually complete initial training by the end of their second
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year of service but may receive advanced technical instruction as
they gain seniority and take on more difficult cases. Also, collec-
tors are encouraged to continue their professional education by at-
tending meetings to exchange information about how changes in
tax laws affect collection methods.

Advancement potential within Federal, State, and local agen-
cies varies for tax examiners, revenue agents, and collectors. For
related jobs outside the government, experienced workers can take
a licensing exam administered by the Federal Government to be-
come enrolled agents—nongovernment tax professional s authorized
to represent taxpayers before the IRS.

Tax examiners duties expand with experience and training to
include reviewing more difficult tax returns and making more deci-
sions independently. Formal education beyond high school is not
required for advancement, but a bachelor’s degree helps. College-
level training in accounting affords the most possibilities, includ-
ing moving into revenue agent positions.

As revenue agents gain experience, they may specialize in an
industry, work with larger corporations, and cover increasingly com-
plex tax returns. Many revenue agents also specialize in criminal
investigations, auditing the books of known or suspected criminals
such as drug dealers or money launderers; some agents work with
grand juries to help secure indictments. Others become interna-
tional agents, ng taxes on compani eswith subsidiaries abroad.

Collectors who demonstrate leadership skills and a thorough
knowledge of collection activities may advance to supervisory or
managerial collector positions, in which they oversee the activities
of other collectors. It isonly these higher supervisors and manag-
erswho may authorize the more serious actions against individuals
and businesses. Additionally, the more complex collection attempts,
which usually aredirected at larger businesses, are reserved for col-
lectors at these higher levels.

Job Outlook

Employment of tax examiners, collectors, and revenue agents is
projected to grow more slowly than the average for all occupations
between 2000 and 2010. Opportunities at the Federal level will
arise from the relaxing of budget constraints imposed on the IRS,
the primary employer of these workers. Also, labor force growth
during the 2000-10 projection period will mean more taxpayers—
and therefore, more tax returns. Dampening these effects, how-
ever, isadecrease in the proportion of tax returns selected for audit
and collection. Astaxpayersincreasingly filetheir tax returnselec-
tronically, computers can examine alarger number of returns. Be-
cause much of the work done by IRS tax examiners and revenue
agentsis now computerized, productivity hasincreased, leading to
smaller employment gains.

At the State and local levels, employment should remain steady,
with openings stemming primarily from the need to replace those
who retire or leave the occupation. States and municipalities usu-
ally try to avoid downsizing their revenue departments but also re-
frain from expanding their workforces. Employment growthismore
likely to occur in Southern and Western States that are experiencing
large population increases.

Earnings
In 2000, median annua earnings for all tax examiners, collectors,
and revenue agents was $40,180. The middle 50 percent earned
between $29,370 and $55,410. The bottom 10 percent earned less
than $22,190, and the top 10 percent earned more than $68,820.
However, median earnings vary considerably depending on the
level of government. At the Federal level, 2000 median annual
earnings for tax examiners, collectors, and revenue agents were
$48,640; at the State level, $38,890; and at thelocal level, $26,420.



Earnings also vary by occupational specialty. For example, in the
Federal Government in 2001, the U.S. Office of Personnel Man-
agement reported that tax examiners earned an average of $31,065,
revenue agents earned $69,121, and collectors earned $60,513.

Related Occupations

Tax examiners, collectors, and revenue agents analyze and interpret
financial data. Occupations with similar responsibilities include
accountants and auditors, budget analysts, cost estimators, finan-
cial managers, and loan counselors and officers.

Sources of Additional Information
Information on obtaining a position as atax examiner, collector, or
revenue agent with the Federal Government is available from the
Office of Personnel Management (OPM) through atel ephone-based
system. Consult your telephone directory under U.S. Government
for alocal number or call (912) 757-3000; Federal Relay Service:
(800) 877-8339. Thefirst number is not tollfree, and charges may
result. Information also is available from the OPM Internet site:
http://lwww.usaj obs.opm.gov.

State or local government personnel offices can provide infor-
mation about tax examiner, collector, or revenue agent jobs at those
levels of government.

|
Top Executives

(O*NET 11-1011.01, 11-1011.02, 11-1021.00, 11-1031.00)

Significant Points

e Top executives are among the highest paid workers;
however, long hours and considerable travel often are
required.

e Keen competition is expected because the prestige and
high pay attract alarge number of qualified applicants.

e Most government chief executives and legislators are
elected; local government managers are appointed.

Nature of the Work

All organizations have specific goals and objectives that they strive
to meet. Top executives devise strategies and formulate policiesto
ensure that these objectives are met. Although they have a wide
range of titles—such as chief executive officer, board chair, presi-
dent, vice president, school superintendent, county administrator,
and tax commissioner—all formulate policies and direct the opera-
tions of businesses and corporations, nonprofit institutions, gov-
ernments, and other organizations.

A corporation’s goals and policies are established by the chief
executive officer in collaboration with other top executives, who
are overseen by a board of directors. In a large corporation, the
chief executive officer meets frequently with subordinate execu-
tivesto ensure that operations are implemented in accordance with
these policies. The chief executive officer of a corporation retains
overall accountability; however, a chief operating officer may be
delegated several responsibilities, including the authority to over-
see executives who direct the activities of various departments and
implement the organization’s policies on a day-to-day basis. In
publicly held and nonprofit corporations, the board of directorsis
ultimately accountable for the success or failure of the enterprise,
and the chief executive officer reports to the board.

The nature of other high-level executives responsibilities de-
pends upon the size of the organization. In large organizations,

their duties are highly specialized. Managers of cost and profit
centers, for instance, are responsible for the overall performance of
one aspect of the organization, such as manufacturing, marketing,
sales, purchasing, finance, personnel, training, administrative ser-
vices, electronic data processing, property management, transpor-
tation, or the legal services department. (Some of these and other
managerial occupations are discussed elsewhere in this section of
the Handbook.)

In smaller organi zations, such asindependent retail storesor small
manufacturers, a partner, owner, or genera manager often is re-
sponsible for purchasing, hiring, training, quality control, and day-
to-day supervisory duties.

Chief financial officersdirect the organization'sfinancial goals,
objectives, and budgets. They oversee theinvestment of fundsand
manage associ ated risks, supervise cash management activities, ex-
ecute capital-raising strategies to support a firm’s expansion, and
deal with mergers and acquisitions.

Chief information officers are responsible for the overall tech-
nological direction of their organizations. They are increasingly
involved in the strategic business plan of afirm as part of the ex-
ecutive team. To perform effectively, they also need knowledge of
administrative procedures, such as budgeting, hiring, and supervi-
sion. These managers propose budgets for projects and programs,
and make decisions on staff training and equipment purchases. They
hire and assign computer specialists, information technology work-
ers, and support personnel to carry out specific parts of the projects.
They supervise the work of these employees, review their output,
and establish administrative procedures and policies. Chief infor-
mation officers also provide organizations with the vision to master
information technology as a competitive tool.

Chief executives and legislators at the Federal, State, and local
levelsdirect government activitiesand passlawsthat affect usdaily.
These officials consist of the President and Vice President of the
United States; members of Congress; State governors and lieuten-
ant governors;, members of the State legislators; county chief
executives and commissioners; city, town and township council
members; mayors; and city, county, town, and township managers.
(Many small communities have top government officials who are
volunteers and receive no salary. These individuals are not in-
cluded in the employment or salary data cited in this Handbook
statement.)

Most chief executives are elected by their constituents, but many
managers are hired by a local government executive, council, or
commission, to whom they are directly responsible. These officias
formulate and establish government policy and develop Federdl,
State, or local laws and regulations.

Chief executives, government—Iiketheir counterpartsin the pri-
vate sector—have overall responsibility for the performance of their
organizations. Working with legidators, they set goals and orga-
nize programs to attain them. These executives also appoint de-
partment heads, who oversee the civil servants who carry out
programs enacted by legislative bodies. As in the private sector,
government chief executives oversee budgets and insure that re-
sources are used properly and programs are carried out as planned.

Chief executive officers carry out a number of other important
functions, such as meeting with legislators and constituents to de-
termine the level of support for proposed programs. In addition,
they often nominate citizens to boards and commissions, encour-
age business investment, and promote economic development in
their communities. To do all of these varied tasks effectively, chief
executives of large governments rely on a staff of highly skilled
aides and assistants to research issues that concern the public. Ex-
ecutivesthat control small governmental bodies, however, often do
thiswork by themselves.
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Top executives devise strategies and formulate policies to ensure
that specific goals and objectives are met.

Legislators are elected officials who develop, enact, or amend
laws. They include U.S. Senators and Representatives, State sena-
tors and representatives, and county, city, and town commissioners
and council members. Legislatorsintroduce, examine, and vote on
billsto pass official legislation. In preparing such legislation, they
study staff reports and hear testimony from constituents, represen-
tatives of interest groups, board and commission members, and oth-
erswith an interest in the issue under consideration. They usually
must approve budgets and the appointments of nominees for lead-
ership posts who are submitted by the chief executive. In some
bodies, the legidative council appoints the city, town, or county
manager.

General and operations managers plan, direct, or coordinate
the operations of companies or public and private sector organiza-
tions. The duties include formulating policies, managing daily op-
erations, and planning the use of materials and human resources,
but are too diverse and general in nature to be classified in any one
area of management or administration, such as personnel, purchas-
ing, or administrative services. |n some organizations, the duties of
general and operations managers may overlap the duties of chief
executive officers.

Working Conditions

Top executives typically have spacious offices and support staff.
General managersin large firms or nonprofit organizations usually
have comfortable offices close to the top executives to whom they
report. Long hours, including evenings and weekends, are standard
for most top executives and general managers, though their sched-
ules may be flexible.

Substantial travel between international, national, regional, and
local offices to monitor operations and meet with customers, staff,
and other executives often is required of managers and executives.
Many managers and executives also attend meetings and confer-
ences sponsored by various associations. The conferences provide
an opportunity to meet with prospective donors, customers, con-
tractors, or government officials and allow managers and execu-
tives to keep abreast of technological and managerial innovations.

In large organizations, frequent job transfers between local of-
fices or subsidiaries are common. Top executives are under intense
pressure to earn higher profits, provide better service, or attain
fundraising and charitable goals. Executives in charge of poorly
performing organizations or departments usually find their jobsin
jeopardy.
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The working conditions of chief executives and legislators vary
with the size and budget of the governmental unit. Time spent at
work ranges from a few hours a week for some local |eaders to
stressful weeks of 60 or more hours for members of the U.S. Con-
gress. Similarly, some jobs require only occasional out-of-town
travel, while others involve long periods away from home, such as
when attending sessions of the legislature.

U.S. Senatorsand Representatives, governorsand lieutenant gov-
ernors, and chief executives and legislators in municipalities work
full time, year-round, as do most county and city managers. Many
State legislators work full time on government business while the
legislature isin session (usualy for 2 to 6 months ayear or every
other year) and work only part time when the legislature is not in
session. Some local elected officials work a schedule that is offi-
cidly designated as part time, but actualy is the equivalent of a
full-time schedule when unpaid duties are taken into account. In
addition to their regular schedules, most chief executives are on
call to handle emergencies.

Employment
Top executives held about 3 million jobs in 2000. Employment
was distributed as follows:

Genera and operations MaNAgErS .......coveerveerereeerserenesieeesenes 2,398,000
Chief eXeCULIVES.......ccvveveeeeeeeeeceeeeaee 547,000
LEQISIAONS .oveueeeeieieie e 54,000

Top executives are found in every industry, but the services, re-
tail trade, and manufacturing industries employ about 3 out of 5.

Chief executivesand legislatorsin the Federal Government con-
sist of the 100 Senators, 435 Representatives, and the President and
Vice President. State governors, lieutenant governors, legisators,
chief executives, professional managers, and council and commis-
sion members of local governments make up the remainder.

Government chief executives and legislators who do not hold
full-time, year-round positions often continue to work in the occu-
pation they held before being elected.

Training, Other Qualifications, and Advancement

The formal education and experience of top executives varies as
widely as the nature of their responsibilities. Many top executives
have a bachelor’s or higher degree in business administration or
liberal arts. College presidents typically have a doctorate in the
field they originally taught, and school superintendents often have
amaster’s degreein education administration. (For information on
lower-level managers in educational services, see the Handbook
statement on education administrators.) A brokerage office man-
ager needs astrong background in securitiesand finance, and depart-
ment store executives generally have extensive experiencein retail
trade.

Some top executives in the public sector have a background in
public administration or libera arts. Others might have a back-
ground related to their jobs. For example, a health commissioner
might have a graduate degree in health services administration or
business administration. (For information on lower level managers
in health services, seethe Handbook statement on medical and health
services managers.)

Since many top executive positions are filled by promoting ex-
perienced, lower level managers when an opening occurs, many are
promoted from within the organization. Inindustries such as retail
trade or transportation, for instance, it is possible for individuals
without a college degree to work their way up within the company
and become managers. Many companies prefer, however, that their
top executives have specialized backgrounds and hire individuals
who are managers in other organizations.



Top executives must have highly devel oped personal skills. An
analytical mind ableto quickly assesslarge amounts of information
and datais very important, asis the ability to consider and evaluate
theinterrelationships of numerousfactors. Top executivesalso must
be able to communicate clearly and persuasively. Other qualities
critical for managerial success include leadership, self-confidence,
motivation, decisiveness, flexibility, sound business judgment, and
determination.

Advancement may be accelerated by participation in company
training programs that impart a broader knowledge of company
policy and operations. Managers also can help their careers by be-
coming familiar with the latest devel opments in management tech-
niques at national or local training programs sponsored by various
industry and trade associations. Managers who have experiencein
a particular field, such as accounting or engineering, may attend
executive development programsto facilitate their promotion to an
even higher level. Participation in conferences and seminars can
expand knowledge of national and international issues influencing
the organi zation and can help devel op anetwork of useful contacts.

General managers may advance to top executive positions, such
as executive vice president, in their own firm or they may take a
corresponding position in another firm. They may even advanceto
peak corporate positions such as chief operating officer or chief
executive officer. Chief executive officers often become members
of the board of directors of one or morefirms, typically asadirector
of their own firm and often as chair of itsboard of directors. Some
top executives establish their own firms or become independent
consultants.

Apart from meeting minimum age, residency, and citizenship
requirements, candidates for a legidative position have no estab-
lished training or qualifications. Candidates come from awide va-
riety of occupations, but many do have some political experienceas
staffers or members of government bureaus, boards, or commis-
sions. Successful candidates usually become well-known through
their political campaigns and some have built voter name recogni-
tion through their work with community religious, fraternal, or so-
cia organizations.

Increasingly, candidatestarget information to votersthrough ad-
vertising paid for by their respective campaigns, so fundraising skills
are essential for candidates. Management-level work experience
and public service help develop the fundraising, budgeting, public
speaking, and problem-solving skills that are needed to run an ef-
fective palitical campaign. Candidates must make decisionsquickly,
sometimes on the basisof limited or contradictory information. They
also should be able to inspire and motivate their constituents and
staff. Additionally, they must know how to reach compromises and
satisfy conflicting demands of constituents. National, State, and
some local campaigns require massive amounts of energy and
stamina, traits vital to successful candidates.

Virtualy all town, city, and county managers have at least a
bachelor’s degree, and the majority hold a master’s degree. A
master’s degree in public administration is recommended, includ-
ing coursesin public financial management and legal issuesin pub-
lic administration. Working in management support positions in
government is a prime source of the experience and personal con-
tactsrequired to eventually secureamanager position. For example,
applicants often gain experience as management analysts or assis-
tants in government departments working for committees, coun-
cils, or chief executives. Inthiscapacity, they learn about planning,
budgeting, civil engineering, and other aspects of running a gov-
ernment. With sufficient experience, they may be hired to manage
asmall government.

Generdly, a town, city, or county manager is first hired by a
smaller community. Advancement often takesthe form of securing

positions with progressively larger towns, cities, or counties. A
broad knowledge of local issues, combined with communication
skills and the ability to compromise, are essential for advancement
inthisfield.

Advancement opportunities for elected officials are not clearly
defined. Because elected positions normally require a period of
residency and local public support is critical, officias usually ad-
vance to other offices only in the jurisdictionswherethey live. For
example, council members may run for mayor or for a position in
the State government, and State legislators may run for governor or
for Congress. Many officials are not politically ambitious, how-
ever, and do not seek advancement. Others lose their bids for re-
election or voluntarily leave the occupation. A lifetime career asa
government chief executive or legislator israre.

Job Outlook

Keen competition is expected for top executive positions because
the prestige and high pay attract alarge number of qualified appli-
cants. Becausethisisalarge occupation, many openingswill occur
each year as executives transfer to other positions, start their own
businesses, or retire. However, many executives who leave their
jobs transfer to other executive positions, limiting the number of
job openings for new entrants.

Experienced managers whose accomplishments reflect strong
leadership qualities and the ability toimprovethe efficiency or com-
petitive position of an organization will have the best opportuni-
ties. Inanincreasingly global economy, experiencein international
economics, marketing, information systems, and knowledge of sev-
eral languages also may be beneficial.

Employment of top executives—including chief executives, gen-
eral and operations managers, and | egislators—is expected to grow
about as fast as the average for all occupations through 2010. Be-
cause top managers are essential to the success of any organization,
they should be more immune to automation and corporate restruc-
turing—factorswhich are expected to adversely affect employment
of lower level managers. Projected employment growth of top ex-
ecutives varies by industry, reflecting the projected change in in-
dustry employment over the 2000-10 period. For example,
employment growth is expected to be faster than average in ser-
vices industries overal, especially business services. However,
employment is projected to grow more slowly than averagein some
finance, insurance, and real estate industries, and decline in some
manufacturing industries.

Few new governments at any level are likely to form, and the
number of chief executives and legislatorsin existing governments
rarely changes. However, someincreasewill occur at thelocal level
ascounties, cities, and townstake on professional managersor move
from volunteer to paid, career executives to deal with population
growth, Federal regulations, and long-range planning.

Elections give newcomers the chance to unseat incumbents or
to fill vacated positions. Thelevel of competition in elections var-
iesfrom placeto place. Theretendsto belesscompetitionin small
communities that offer part-time positions with low or no salaries
and little or no staff compared to large municipalities with presti-
gious full-time positions offering high salaries, staff, and greater
exposure.

Earnings

Top executives are among the highest paid workers. However, sal-
ary levels vary substantially depending upon the level of manage-
rial responsibility, length of service, and type, size, and location of
the firm. For example, a top manager in a very large corporation
can earn significantly more than a counterpart in asmall firm.

69



Median annual earnings of general and operations managers in
2000 were $61,160. The middle 50 percent earned between $40,880
and $93,610. Because the specific responsibilities of general and
operations managers vary significantly within industries, earnings
also tend to vary considerably. Median annual earningsin the in-
dustries employing the largest numbers of general and operations
managers in 2000 were;

Computer and data processing SENVICES ......ccueereeerrereeesiereeianenns $101,340
Management and public relations ...........cccooevvcereinirenncneenn,
(oo 0 [0 V7= 101011 0|
Grocery Stores.......eecveveeneenne.

Eating and drinking places

Median annual earnings of chief executives in 2000 were
$113,810. Median annua earningsin the industries employing the
largest numbers of chief executivesin 2000 were:

Management and public relations ..........cccoeceverreeienneieniseneenns $136,760
Engineering and architectural services 124,080
Commercial banks ........cooeeveeveeiecieiiene 120,840
Colleges and universities .. 94,980
[IoTo o [0 V7= 101011 0| S 69,790

Salaries vary substantially by type and level of responsibilities
and by industry. According to asurvey by Abbott, Langer, & Asso-
ciates, the median income of chief executive officers in the non-
profit sector was $75,000 in 2000, but some of the highest paid
made well over $450,000.

In addition to salaries, total compensation often includes stock
options, dividends, and other performance bonuses. The use of
executive dining roomsand company cars, expense allowances, and
company-paid insurance premiums and physical examinations also
are among benefits commonly enjoyed by top executivesin private
industry. A number of chief executive officers also are provided
with company-paid club memberships, alimousinewith driver, and
other amenities.

Median annual earnings of legislators were $14,110 in 2000.
The middle 50 percent earned between $12,530 and $34,720. The
lowest 10 percent earned |ess than $11,560, and the highest 10 per-
cent earned more than $62,860.

Earnings of public administratorsvary widely, depending on the
size of the governmental unit and on whether the job is part time,
full time and year round, or full time for only afew months ayear.
Salaries range from little or nothing for asmall town council mem-
ber to $400,000 a year for the President of the United States.

According to the International Personnel Management Associa-
tion, city managers earned an average of $92,338, and county man-
agers $107,500, in 2000. The National Conference of State
Legislatures reports that the annual salary for rank and file legida-
torsin the 40 States and the District of Columbiathat paid an annual
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salary ranged from $15,000 to more than $60,000. In eight States,
legidlators received a daily salary plus an additional allowance for
living expenses while legislatures were in session.

The Council of State Governments reports in their Book of the
Sates, 2000-2001 that gubernatorial annual salaries ranged from a
low of $65,000 in Nebraskato ahigh of $179,000 in New York. In
addition to asalary, most governorsreceived benefits such astrans-
portation and an official residence. The governor of Floridahasthe
largest staff with 310, whilethe governor of Nebraska hasthe small-
est with 15. In 2001, U.S. Senators and Representatives earned
$145,100, the Senate and House Magjority and Minority leaders
earned $161,200, and the Vice President was paid $181,000.

Related Occupations

Top executives plan, organize, direct, control, and coordinate the
operations of an organization and its major departmentsor programs.
The members of the board of directors and lower level managers
also areinvolved in these activities. Many other managerial occu-
pations have similar responsibilities; however, they are concentrated
in specific industries or are responsible for a specific department
within an organization. A few examples are administrative ser-
vices managers, education administrators, financial managers, and
food service managers.

Sour ces of Additional Information
For a variety of information on top executives, including educa-
tional programs and job listings, contact:
» American Management Association, 1601 Broadway, 6th Floor, New
York, NY 10019. Internet: http://www.amanet.org
> National Management Association, 2210 Arbor Blvd., Dayton, OH
45439. Internet: http://www.nmal.org
> International Personnel Management Association, 1617 Duke St., Alex-
andria, VA 22314. Internet: http://www.ipma-hr.org

Information on appointed officials in local government can be
obtained from:
> Council of State Governments, PO. Box 11910, Iron Works Pike, Lex-
ington, KY 40578-1910. Internet: http://www.statesnews.org
> International City Management Association (ICMA), 777 North Capital
St. NE., Suite 500, Washington, DC 20002. Internet: http://www.icma.org
» National Association of Counties, 440 First St. NW., 8th Floor, Wash-
ington, DC 20001. Internet: http://www.naco.org
> National League of Cities, 1301 Pennsylvania Ave. NW., Washington,
DC 20004. Internet: http://www.nlc.org

For information on executive financial management careers and
certification, contact:
> Financial Executives International, 10 Madison Ave., PO. Box 1938,
Morristown, NJ 07962. Internet: http://www.fei.org
> Financial Management Association International, College of Business
Administration, University of South Florida, Tampa, FL 33620-5500.
Internet: http://www.fma.org





